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Designed as a quick?reference guide for stud€nts, new hires, or anyone stepping into the events

industry.

1. What Is Event Production?

Aspect Definition Key Questions

_ Creative vision, theme, and overall
Concept & Design ) What story do we want to tell?
experience.

) _Audio, video, lighting, staging, rigging, Which systems bring the concept
Technical Execution

and special effects. to life?
Operations & Scheduling, staffing, permits, safety, How will the event run smoothly
Management and on?site coordination. from start to finish?

Tear?down, data collection, debrief, and What worked, what can be
Post?Event . )
ROI analysis. improved?

Event production blends artistic imagination with precise technical and logistical planning to
deliver a seamless live experience.

2. Core Logistics Functions

Function Primary Tasks Typical Deliverables

Site scouting, contract negotiation, Signed venue contract, CAD floor
Venue Management

floor?plan layout, access control. plan, load?in/load?out schedule.
Supply Chain & Sourcing equipment, negotiating Purchase orders, rental
Procurement rentals, inventory tracking. agreements, equipment checklists.
Transportation & Trucking, shipping, customs (if Load manifests, delivery windows,
Freight international), on?site vehicle routing. parking permits.

) Hiring, crew briefs, shift scheduling, Crew roster, call?sheet, health?
Staffing & Crew o .
credentialing. safety briefings.
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Function Primary Tasks Typical Deliverables
Permits & Licenses (noisel.al@@li 8&] CS Permit packets, certificates of
Compliance insurance, ADA compliance. insurance, compliance checkilists.

Hazard identification, emergency Risk matrix, evacuation plan,

Risk Management ) o
response plans, insurance coverage. incident?report forms.

_ Cost estimating, cash flow tracking, = Budget spreadsheet, cost variance
Budget & Finance . | _— .
invoicing, post?event reconciliation.  report, final invoice package.

3. Production Workflow — Step?by?Step

1. Brief & Objectives

o Gather client goals, audience profile, key performance indicators (KPIs).
2. Concept Development

o Mood boards, storyboards, preliminary sketches, tech rider.
3. Feasibility Study

o Venue capacity, technical constraints, budget ceiling, regulatory limits.
4. Detailed Planning

o Master Schedule (Gantt or timeline)
o Run?of?Show (minute?by?minute script)
o Technical Rider (audio, video, lighting specs)

5. Procurement & Contracts

o Issue RFQs/RFPs, negotiate terms, secure deposits.
6. Production Meetings

o Weekly (pre?event) and daily (on?site) huddles to align all departments.
7. Load?In & Installation

o Staging, rigging, cabling, AV system set?up, décor placement.
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Rehearsals & Technical ChecksL . .
ogistics
o Sound checks, video playback tests, lighting cues, safety inspections.
Event Execution
o Live monitoring, cue?sheet execution, crowd management, real?time problem solving.
Load?Out & Tear?Down
o Equipment strike, venue restoration, waste disposal.

Post?Event Review

o Debrief, KPI
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