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Event Business Setup & Operations

Event Business Setup Guide
AT AT SHadT & (A0 &, £, Fev-Tead oY eolT ff oS IrT e & |

Event Company Business Plan
fraror/arsn - & fore arste, AT, fa<ier-omm e Sl SSv-ATSe aTdr = JTEy |

Event Operations SOP
BT S4¢ T GEIE faavor §<91eA-SOP & aar 7 |

Event Feasibility Study
-9 ST S AN T AT TR, TE A0, fefer/ara e oY anTa I i

Service Portfolio & Packages
IS HAT-T el UTEF T4 SAE a1 & |

Event Team Structure Plan

AT, FH=aTE A F @ e YU S9€ AT A eqd wEar s |

Event Project Workflow SOP

TEATE-T-JATTT (enquiry to wrap) Fs-TTe TR HlE Hgcaqu =70 T4l Ga- 2T |

Event Quality & Detail Checklist
BRET-BIET T T3 AFT farrsdr &; faeqm-aafoee 55 mhsdar g |




Wedding Planning

Wedding Master Plan

e AT - G FHRIET, SS9 Y JHaETsi a Srsdr £ |
Wedding Checklist & Countdown Timeline

AR AT AR AISESTST §g, 4T G &l &ar |

Wedding Budget Planner
T &l &Y HE F qeT ATq-o97 Thar & |

Wedding Theme & Decor Brief
T 9TT (vibe) Fr fewTs=-fm & ae==T decorator 7 & FEW ZaT & |

Wedding Vendor Plan
BT ISY A FF g ST § T8 AT GHT-ATAT I Far & |

Wedding Day Runsheet
a7 e e o & e frg=Te wEary |

Wedding Guest Management Plan
RSVP, TAT, SE7TT ST AT il T a= AT -3 7 feaT & |

Destination Wedding Plan
TqeT-9TET (destination wedding) BT, AT fATEe e, SATATr-aT=T 3T ST-d =T /a7 |

Wedding Ritual & Ceremony Schedule
TfT-RamIT &7 99T 2 SIS dTat & 9T FiHa g AT GG fl dI7 @ar g |

Function-wise Decor Brief
THE - ST ST ST $ 57 GANIE & (99007 § eear & |

Wedding Invitation & Communication Plan
=T, save-the-date 3i¥ sT9<e & AT SAFAR-H= g=T% Tadr 7 |

Wedding Planning Proposal
TISE T STl Sdar & |




Corporate Events & MICE
Conference / Seminar Plan
TIraT FHEET end-to-end USTET, F9T, Al eedd 7 gfafraat 9w i g

Corporate Offsite / Retreat Plan
=T offsite/retreat wsieT, Miafafy@T, AT =¥ 280 W T & |

Product Launch Event Plan
SMTET AT 3Y TR AT, IeqTa, HITSAT 37 SAfahr-ara 77 T g

Townhall / AGM Plan
AT EIT Z3T8177/AGM TS=T, AV, A 3 e @ T e |

Exhibition / Trade Show Plan
T AT T A&IT o9, Teiof, Fehier S Al reead 9 fiv & |

Webinar / Virtual Event Plan
T ATATET ATTT AR, Fed, GEITHTaT 3T BieAT-377 W T E |

Award Ceremony / Gala Plan
T QORI (e, IeqTaeT, ARy < yarg 7 T & |

Dealer / Channel Meet Plan
AT TINERL AT AR/ Rae ST TS ST, AT=AaT 7 39T T i E |

Corporate Event Proposal
IS AT ST E-UTES ST S{ar & |

Run-of-Show / Cue Sheet
The-aT-HHg FFF0 run-of-show/cue-sheet & =rar & |

Concerts, Shows & Public Events
Concert / Live Show Plan
feaes ATET-FI=HE FATRIT, BT, ITIE, [EaRfeT 3T qram i i g

Festival Plan

T -feaeor /A A= ARreaT # 9, Ay, WS, 57 o7 graT I T e
Ticketed Show / Comedy-Theatre Plan

femes s arT/frues o &ret, Fra, fedwfeT v = w i e

Artist Booking & Management Plan
FATRT-FIHIT/TEET S, rider 37 AffSfeesaT 1 T

Stage Production Plan
HT, ST, WeRTeT ST e T femTe = uir i a e g E |

Public Event Permit Guide
T - ST FT &%, e (I, A=, B, §97a) Jraw |

Crowd Flow & Site Plan
IS AT BT § geid € & T 549, e, S 37 bottleneck T fiT &

Show / Event Runsheet
7 s -faT #T GETAT-aEEAET (runsheet) setup, 9T ST teardown FT RHEEE FATE |



Venue & Banquet Management
Venue Selection Guide
HET B -S4 49T, T o, lauTd v wiHe W R e

Venue Booking Agreement
e gieT 7 fafurar, o, e, STEe 3T aTfae-aard &S gFT 918w |

Banquet Operations SOP
FFIE- A A6 FATATT AT, HaT, THE-J7-a7 37 teardown ¥ Fiw & |

Venue Layout & Seating Plan
BTCT-CToSE WATE, &7FdT 3T GLaT T Fqierd Fear g |

F&B Package Designer
T F&B Tohol T8, ANTE 3T AT Al Sl Hed & |

Venue Sales & Enquiry Kit
BT ATS, d T H Fae=T T haT, 27 37 close T T |

Venue Pricing Strategy
HEe, fam 377 /1T S a e -go TS e whsar g |

Banquet Event Checklist (BEO)
e g9 ST (BEO) Us Site T &7 faavor waar & i T S AT 271

Catering & F&B
Event Catering Plan
foeT ¥iT See T @|Ter-HaT T 5, AT, HAT-Se T 3 SRR O R

Event Menu Designer

AT, TahT TEHE AT FTAT H7 (afarear, AT 377 e - avaadrait a7 Sqfad ar s |
Catering Cost Sheet

FIT-SAT T T -ET-5 S AT GTHUT, 577 307 Aa7g s W e

Catering Service Agreement

FefRT-S T & F, STARr-EAT, o, HaT, WIeT-g7alT 37 aTed e75 &1 I8 T |
Event Food Safety SOP

FIFEI WISTT 3T FSSAI-STuTa= Sa=adT, aTTa M 37 §STonT 9% Feie E |

Buffet & Counter Layout Plan

FET TH/ASET-AAIE FAT FeaT & |

Beverage & Bar Plan

I, qTAT A (I &) I T FT I, ATT Y ATS A aa-adr 9 e g

Catering Staffing Plan
TFET GAT TS A G997 7=, ATq0-H7=4T 307 qar-3reir 7 e g



Decor, Production & Technical
Event Decor Concept
T AT SHE-ATIRT H T2eAT ST $7 795 2 GHUT-AT § ITHar & |

Stage & Set Design Brief
H 3T backdrop-fFaTur & fow wvse @i fabricator #T @&r specs AT & |

AV, Sound & Lighting Plan
AV, T 2T JahTar T G5 T spec IT-fE= fawmerar a7

Production Schedule (Load-in to Load-out)
load-in & load-out T& ITITET-ATHT (FHTT HT FHT I =G0 & |

Floral Plan
TST-ISTT T, ATAT 3 AT & &7-a a9 § Iqvam & |

Technical Rider Builder
T rider FATRT S A=, S A7 AT - AETIHATG a5 Fear g |

Vendor Load-in & Coordination Plan
FE I & U B H FHI e HIAT ST A7 9T T & |

Event Theme Design Brief
&% touchpoint % i & GEITa w1 S, fiie 3 fefiee ar srsar &

Props & Fabrication Brief
FEH props/installation & fAT =7 1w maker & specs ¥ GT&T-HHIT TaT 7 |

Entertainment & Talent
Artist Booking Contract

FATRIC-JIRIT 5 I[eah, THA, rider, TERT ¥ U g aiael €75 819 I8 |

Performer / Crew Engagement Agreement
T, UaY 3 3 T &5 IdqT (I, o, G99, A=, TTEe) I S TST e 8 |

Entertainment Lineup Plan
TS o7 YaTE & S acts & T4 Foll S (T aF Far & |

Anchor / Emcee Brief & Script
U&v/emcee FT ST 3T JIeT-410T I feshee 91T 7 HE97 27§99 97 &l 7 |

DJ / Band Music Plan
g ST SEE-ATAT (Music journey) HS & HHAVET § IAWAT 7 |

Celebrity Appearance Agreement
FfAfrer/aFguaT Sqay & o, fSeiiavadt, 99, fa-398nT, IR A7 a1 SET & |

Talent Sourcing Guide
TET acts |INAT Y THEAT J1d, vetting i i W T e



Vendor & Supplier Management
Event Vendor Agreement
T T sdedsT sy 1 =, fofravae, 999, o 307 aTfed 805 &9 9187 |

Vendor RFQ / Requirement Brief
TATT HICH & (AT G357 RFQ/AMETIHAT-A % THT &l TH-H specs AT & |

Vendor Evaluation Scorecard

Vendor Master Database Plan
FST-Aead Al AT T AT T :-ITANT Y AT 2T & |

Event Subcontractor Agreement
T IT-erE T FY & TR, A, ST AT -aiatae TET E |

Event Equipment Rental Agreement
ITRTUT-fRTTET (in/out) & T, 37, STET, erfa-aTiEe 27 aTTET S 51 1R T |

Vendor Payment Schedule Plan
T S IR AT G FFag a7 [serair-milestone § Sirs=T I T & |

Vendor SLA & Quality Standard
TS & (o0 Far-Am® (SLA) =g fsetradr ar aiamiaa s £

Marketing, Sponsorship & Sales
Event Marketing Plan
HIE WIAT/FEhicT AT ST, e e A qHIET T R E |

Event Social Media Plan

buzz T ATAT Hde-hei ST BT T Sde-[arT a6 agmT & |
Sponsorship Proposal

ATST AT AT & (97 AT T5 o, AT AT o TR E
Sponsorship Package Designer

TS ST aTedd 5 S8 d & 99 tier 9 T ITH =T a9ar & |

Event PR & Media Plan
TEel AT AT F FHEeT releases, HISAT-g=T 3T Rir-317 W R E |

Event Influencer Plan
creators I ITMETT agMT 99, % 7 feeravad w T e

Event Website / Microsite Brief
g I SR S aTeT ATsE GIAT, Toiaer 2 fewfer w i E

Sponsorship ROI / Post-Event Report
TTATSHT &7 (AT o @™ T8 =, ST oi i @ i i

Event Business Lead Generation Plan
fer se-Tedrs, TTETETET IH-aT @ W T R

Event Sales Proposal / Quote
TIATS, FT EEATA T -gIaT H Gaef=T BT TETT 3T AT I T |



Ticketing, Registration & Guest Experience
Ticketing Plan
feme T 2w WE = e @ear gea-tier, e, fasht i wawr-FEsor @ iy |

Registration & Check-in Setup
TS A -asi=w 3% badging & T &d 2Tad & |

Guest Experience Plan
srfafer-am=T (arrival to departure) &% touchpoint &7 3T a8 |

RSVP & Guest List Management
fere=ror, srfaf=rar =i srfafrromT S ST AT S AT g |

Hospitality Desk SOP
TEHE FEEaT-Se0 TodTs, Garadr 3T FHeaT-JaTa = T v e

VIP Protocol Plan
- AT/ VIP & ATaeHT & ST ST, o, GaT S a9 T e |

Event Feedback Survey
HRAAT ATIAT 3Y AT T T AT h-Ta&0r 7 T e

Permits, Licences & Compliance

Event Permits & Licences Guide

T AT AR &7 WHE UF g1 & & $9 TE Fear |

Police NOC Application Kit

AT &A= & I NOC (3Taf) ITfET ; e Wser damr & & |

Fire Safety NOC Guide
T A ANT-G7&T T A7 A NOC (R, extinguisher, Z@®=4m) ST |

Event Music Licence Guide

AT &7 T RS S/ATST G S F T5eT SIS SIa-ATsad JeT |
Event Liquor Permit Guide

T H INTE WA & T8l SEITIT MEaNT (excise) INE-aiie Jrfam |

Event Business GST Guide
T 3T FT I GST T &1 AR, &% 37 fafediT FH==T STear & |

Event Insurance Guide
SHC-FT (@TTaeT, T, §9i) 98 SIasT & a=mar & |

Event Contract & Compliance Checklist

Noise & Nuisance Compliance Guide
ST T T T TSIAIT T I TET I-HET 3 T cut-off I i i



Safety, Security & Risk
Crowd Management Plan
FET TS & G AT AT AGTEIT =T &7 7T, TaTe, {ET A7 marshal & i e

Event Safety Plan
T 54 & fafaa gram-w @av, feEr, s oiv s -yt & sars |

Event Risk Assessment
STTEET T TR H AT FE ST FAT 8T @A T (=707 SiY &= Ear s |

Emergency & Evacuation Plan
5, AT &1 IF AT AT /AR r-a =T (AT, assembly-point, s o i &

Security Deployment Plan
T /bouncer #I F&ET F=TET 99, H7, VIP i e o« e g

Medical & First-Aid Plan
fafeear-smare & forw d= T first-aid-point, FeT® T e a-20a&T ¥ T 8 |

Weather Contingency Plan
YT, THT A 4T & {7 Plan B trigger, backup 3w @9 W i &

Finance, HR & Staffing

Event Budget & Costing Sheet
I S E-aE AE-G7-A% T G 99q #7dT & [ Jo7 dRTd & 97 F |

Event P&L
goT T ITEaT § AT fe=m ot T8 77 P&L (TSTET ST € 0-NTe, SEE ) aaTar 8 |

Event Quotation Builder
=g, AEA HICIT SIaT ST 2T a=mar 8 |

Event Business Pricing Strategy
AT AT T Jor (Ffawre, flat, cost-plus) TR a=MT =TfET |

Event Profitability Analysis
AT Fal T & 78 S9e-Ta 3T anTd-As fgveyor & femar 1

Event Staffing Plan
BT S & I, I ATT-EeT T famT, 3 e dar e o i g

Volunteer Management Plan
TR AT ST FHTAT AT, ST, YT 377 JT=aT I T 8|

Event Freelancer Agreement
I3 T BT a1 (IfHT, I, S8, A=, TIaT) 9% S ST e 8 |

Event Crew Roster
T A FEl, FA E AR FART A AT AT |

Event Management Client Contract
UTES & G ATET- AT 7 ST, fSeiravae, o, \ITam, T 27 aTfed sET & |

T TS -HETAT AT & | feT T arsqair forer & waer 21 T9aw 8§ I & | Yo, TR S AThaTs e S 69 & AT aaedl & —
ST T & TTTIReor F TegTiad &t |



