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SECTION 1: Arrival & Registration 

Why this matters: 
The arrival experience sets the tone for the entire event. Planners consistently report that 
wayfinding, registration flow, and first impressions influence their overall satisfaction and 
likelihood to rebook. 

1. Signage from curb → lobby → registration clearly sequenced 

Guests must instantly understand where to go. Proper signage prevents confusion, reduces 
staff burden, and eliminates traffic buildup at major intersections. 

2. Badge printing & pickup flow tested; backup station defined 

Badge printers frequently bottleneck groups. Testing throughput and having at least one 
backup printer ensures the line keeps moving and avoids negative first impressions. 

3. Queue management plan during peak arrival 

Hotels should anticipate peak waves and use stanchions, ropes, or temporary signage to 
control movement. This minimizes crowding and ensures ADA-clear pathways. 

4. Staff scripts for common questions (Wi-Fi, agenda, rooms) 

Front-of-house staff should have a standard script for frequently asked event questions. 
This prevents inconsistent answers and reduces reliance on managers. 

5. Bag drop/coat check placed outside the main guest flow 



 
When placed improperly, bag drop stations cause congestion and slow down the 
registration funnel. Proper positioning keeps traffic moving. 

6. Clear line of sight to the first event touchpoint 

Guests should visually locate registration, elevators, or event rooms without searching. 
Eliminating visual clutter improves orientation and reduces staff involvement. 

 

SECTION 2: Ballroom & Back-of-House Logistics 

Why this matters: 
Ballroom readiness determines flip speed, safety, and the hotel’s ability to stay on 
schedule. Back-of-house (BOH) conditions directly impact F&B pacing and staff efficiency. 

1. BOH routes clear; doorways unobstructed 

Blocked or narrow BOH pathways slow down service and create risk. Keeping corridors 
clear is essential for timely tray runs and service cycles. 

2. Load-in/out plan time-stamped; staging zones marked 

Vendors need precise timing and staging space. A timestamped dock schedule prevents 
multiple crews from arriving at once, avoiding elevator congestion and backstage chaos. 

3. Changeover run-sheet with minute-by-minute tasks 

Room flips are one of the most underestimated sources of delay. A clear flip-timeline 
ensures Banquets, AV, and Housekeeping move in synced phases. 

4. Floorplans posted for every setup; revision control enforced 

Teams should only work from the most current version. Outdated plans cause mis-sets, 
delays, and sometimes full resets. 

5. Cable management plan (tape, ramps) in place 



 
Trip hazards are a top liability and guest-experience issue. Proper cable routing protects 
guests, staff, and equipment. 

6. Green room and speaker prep areas provisioned 

Speakers and VIPs require private, stocked prep areas. Poor preparation here reflects 
negatively on the hotel’s professionalism. 

 

SECTION 3: AV & Lighting 

Why this matters: 
Technical issues are the fastest way to frustrate planners. AV readiness requires 
anticipating—not reacting to—equipment needs and potential technical failures. 

1. Power distribution mapped and tested 

Events often exceed general outlet capacity. A mapped and tested power plan prevents 
failures mid-program. 

2. Rigging plan signed-off; weight limits verified 

Ballroom ceilings have specific load ratings. Verifying rigging safety prevents dangerous or 
costly last-minute changes. 

3. Cue sheets provided to show caller & talent; confidence monitors placed 

Speaker confidence improves when they have clear direction and in-room feedback. Cue 
sheets ensure everyone follows the same run of show. 

4. Microphone inventory labeled; batteries fully charged 

Dead microphones derail programming instantly. Labeling, testing, and charging ensures 
performance reliability. 

5. Lighting scenes pre-programmed & transitions rehearsed 



 
Preset lighting scenes avoid awkward transitions and improve the professional feel of the 
event. 

6. Spare cables, adapters, and fuses available 

Technical backups minimize downtime and ensure the show continues even with 
equipment failures. 

 

SECTION 4: Food & Beverage + Service 

Why this matters: 
F&B pacing is one of the most visible aspects of event execution. Delays here can ruin 
programming, shorten networking time, and reduce guest satisfaction. 

1. Banquet pacing aligned to agenda; handoff points defined 

Program elements and meal service must work together. Poor alignment causes dead air or 
rushed courses. 

2. Dietary workflow tested (labels, service lines, seating marks) 

Dietary mistakes have serious consequences. Testing ensures servers deliver correct 
meals without delay or confusion. 

3. Water/coffee stations placed at session exits; waste bins placed nearby 

This improves session turnover efficiency and supports guest comfort. 

4. Tray paths mapped to avoid crowding 

Clear tray routes prevent collisions, reduce noise, and keep F&B running smoothly. 

5. Linen, flatware, and glassware counts verified 

Missing setup items delay doors opening and force last-minute staff scrambling. 

6. Kitchen and steward schedules aligned with resets 



 
Kitchen timing must match banquet turnover. Stewarding must be synchronized to avoid 
slow resets. 

 

SECTION 5: Accessibility & Safety 

Why this matters: 
Accessibility is now a top sourcing requirement; safety is a core operational expectation. 
GMs are responsible for both. 

1. ADA routes & seating reserved; interpreters scheduled 

Accessibility must be planned—not reactive. Pre-marked ADA seating ensures inclusivity. 

2. Quiet/Wellness room identified and signed 

Increasingly requested by attendees needing a sensory break or private space. 

3. Emergency egress clear; roles documented 

Event setups often alter exit routes. GMs must confirm pathways remain compliant. 

4. Radio channels assigned; escalation tree posted 

Clear communication avoids confusion during escalations or emergencies. 

5. First aid & AED locations mapped; staff briefed 

Staff should be able to direct attendees to medical support within seconds. 

6. Weather contingencies prepared 

For outdoor arrivals or receptions, hotels should have canopy, tent, or indoor backup 
options ready. 

 


