
1️⃣ SOP Title
Event Requirement Checklist SOP – Detailed Planning & Operational Readiness Procedure
2️⃣ Department
Banquet / Events
(Co-ordination: Kitchen, F&B Service, Engineering, Housekeeping, Security, Accounts, Front Office)

3️⃣ Purpose
To establish a structured checklist system to ensure:
· Complete understanding of client requirements
· Smooth inter-department coordination
· Zero last-minute confusion
· Proper resource allocation
· Professional event execution
Every confirmed event must have a completed Event Requirement Checklist.

4️⃣ Scope
Applicable to:
· Weddings
· Corporate conferences
· Social gatherings
· Cocktail events
· Product launches
· Private celebrations
Applies to:
· Banquet Sales Executive
· Banquet Manager
· Event Coordinator
· All operational departments

5️⃣ Responsibility
	Position
	Responsibility

	Sales Executive
	Prepare checklist

	Banquet Manager
	Review and approve

	Event Coordinator
	Update final details

	Department Heads
	Confirm readiness



6️⃣ Step-by-Step Procedure

PART A – BASIC EVENT DETAILS

A. General Information
1. Event name.
2. Client contact details.
3. Event date.
4. Event start and end time.
5. Setup and dismantling timing.
6. Estimated guest count.
7. Final guarantee count deadline.

PART B – HALL & SEATING ARRANGEMENT

B. Layout Planning
1. Hall name and area allocation.
2. Seating style (round table, theatre, classroom, cocktail).
3. Table count and chair requirement.
4. Stage size and placement.
5. VIP seating requirement.
6. Welcome desk arrangement.

PART C – FOOD & BEVERAGE REQUIREMENTS

C. Menu Confirmation
1. Final menu selection attached.
2. Special dietary requests (if any).
3. Buffet or plated service.
4. Live counter requirement.
5. Bar requirement and type.
6. Service timing (tea break, dinner, etc.).
Final menu must be documented and approved.

PART D – AUDIO-VISUAL REQUIREMENTS

D. Technical Setup
1. Sound system requirement.
2. Number of microphones.
3. Projector and screen requirement.
4. Lighting setup details.
5. DJ or live band requirement.
6. Power backup requirement.

PART E – DECOR & STYLING

E. Decoration Details
1. Theme or color scheme.
2. Floral arrangements.
3. Backdrop design.
4. Stage decoration.
5. Entrance decoration.
6. Special props or custom setup.

PART F – VENDOR COORDINATION

F. Third-Party Vendors
1. Decorator details.
2. Photographer details.
3. DJ/Entertainment contact.
4. Special equipment vendor.
5. Entry timing for vendors.
6. Electrical load requirements.

PART G – SECURITY & SAFETY

G. Safety Measures
1. Estimated crowd flow.
2. Security personnel requirement.
3. VIP security need (if applicable).
4. Parking and valet requirement.
5. Emergency exit accessibility confirmed.

PART H – HOUSEKEEPING REQUIREMENTS

H. Cleanliness Setup
1. Pre-event cleaning completed.
2. Restroom inspection.
3. Extra cleaning staff requirement.
4. Waste disposal arrangement.
5. Post-event cleaning schedule.

PART I – FINANCIAL DETAILS

I. Payment Status
1. Advance received amount.
2. Balance payment due date.
3. Approved discount (if any).
4. Additional service charges applicable.
5. Billing mode (corporate/individual).

PART J – FINAL REVIEW & APPROVAL

J. Cross-Department Sign-Off
1. Conduct internal briefing meeting.
2. Share checklist with all departments.
3. Confirm readiness from each department head.
4. Update any last-minute changes.
5. Obtain Banquet Manager approval.
Checklist must be finalized at least before event setup timeline.

7️⃣ Do’s and Don’ts
Do’s
✔ Document every requirement clearly
✔ Confirm guest count deadline
✔ Attach finalized menu
✔ Conduct inter-department briefing
✔ Update checklist for changes
Don’ts
✘ Don’t rely on verbal instructions
✘ Don’t ignore vendor entry timing
✘ Don’t skip safety review
✘ Don’t delay sharing checklist
✘ Don’t assume requirements without confirmation

8️⃣ Operational Control Standards
· 100% confirmed events have checklist
· All departments briefed before event
· Final guest count documented
· Financial status verified
· Checklist signed and filed

9️⃣ Escalation Matrix
	Situation
	Escalate To

	Last-minute major change
	Banquet Manager

	Capacity conflict
	Management

	Vendor coordination issue
	Management

	Safety concern
	Security

	Financial dispute
	Accounts



🔟 Documentation / Records Required
· Event Requirement Checklist Form
· Final Menu Copy
· Layout Diagram
· Vendor Details Sheet
· Payment Status Record
· Department Sign-Off Sheet

1️⃣1️⃣ Common Mistakes to Avoid
· Incomplete requirement capture
· Not confirming final guest count
· Poor communication with departments
· Ignoring safety considerations
· Not updating checklist after changes
· Weak documentation control


