
SOP: Venue Inspection and Layout Planning
This SOP details the process of venue inspection and layout planning, including initial site assessment, evaluating
space dimensions and compliance with safety regulations, identifying key areas for event setup, optimizing flow for
attendees and staff, coordinating with vendors and stakeholders, ensuring accessibility and emergency exits, and
finalizing layout designs. The goal is to ensure efficient use of space, safety, and a seamless event experience for all
participants.

Scope
This SOP applies to all personnel involved in event planning, logistics, and site management.

Responsibilities

Role Responsibility

Event Planner Lead venue inspection, develop and approve layout plans, coordinate with vendors and
stakeholders.

Site Manager Provide site access, assist with assessment, and verify compliance with venue regulations.

Vendors &
Stakeholders Supply requirements and feedback for space allocation; review final layout.

Safety Officer Review compliance with safety, accessibility, and emergency protocols.

Procedure
1. Initial Site Assessment:

Coordinate with venue management to schedule a site visit.

Gather floor plans, capacity information, and details on utilities and available facilities.

2. Evaluate Space Dimensions & Compliance:
Measure key areas (entryways, main halls, emergency exits, restrooms, backstage, etc.).

Ensure the venue complies with building codes, fire safety, and occupancy regulations.

3. Identify Key Areas for Setup:
Mark zones for registration, main event activities, F&B, technical zones, storage, and relaxation areas.

Allocate areas for vendors, sponsors, and service providers as needed.

4. Optimize Flow for Attendees & Staff:
Plan directional signage and logical paths for ease of movement.

Ensure sufficient space for queuing, crowd management, and staff access.

5. Coordinate with Vendors & Stakeholders:
Share preliminary layout with all parties for input and revisions.

Incorporate feedback to address logistical or technical needs.

6. Ensure Accessibility & Emergency Preparedness:
Verify accessible entrances, routes, restrooms, and viewing areas.

Check all emergency exits are functional, visible, and unobstructed.

Place emergency kits, extinguishers, and first-aid stations as required.

7. Finalize & Distribute Layout Design:
Create a detailed, to-scale map of the venue layout, indicating all key areas, access routes, and safety points.

Distribute the final plan to all event staff, vendors, and relevant authorities.

Documentation
Site Visit Reports

Venue Floor Plans and Layout Maps

Compliance Checklists



Stakeholder Sign-off Sheets

Review & Continuous Improvement
After every event, collect feedback from staff, vendors, and attendees; review incident reports or challenges faced; and
update this SOP as necessary to improve future venue inspection and layout planning processes.

Note: Always coordinate with local authorities regarding updated safety and accessibility requirements specific to
each venue and event type.
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