
1

SOP-017



1 June 2024 2

Creating SOPs doesn't have to be a complex task! Begin with Fhyzics' 
SOP Templates, Forms, Checklists, and Agreements.

Easily tailor them to your organisation's needs in a user-friendly PPT 
format. Select your specific domain, and we'll provide you with the 

customized templates within a week.
https://pages.fhyzics.net/sop-toolbox

All content and materials provided in this Standard Operating Procedure 
by Fhyzics Business Counsultants Pvt. Ltd. including but not limited to text, images, videos, 
documents, and software, are protected by copyright laws and are the intellectual 
property of Fhyzics Business Counsultants Pvt. Ltd. Unauthorized reproduction, distribution, or 
use of these materials in any form is strictly prohibited and may result in legal action. 
Any authorized use of Fhyzics Business Counsultants Pvt. Ltd' materials must include 
proper attribution and is subject to the terms and conditions set forth 
by Fhyzics Business Counsultants Pvt. Ltd.

SOP ToolBox

https://pages.fhyzics.net/sop-toolbox
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SOP-017-001: Standard Operating Procedure for Event Planning and Coordination
SOP-017-002: Standard Operating Procedure for Venue Selection and Contracting
SOP-017-003: Standard Operating Procedure for Budget Planning and Management
SOP-017-004: Standard Operating Procedure for Registration and Ticketing
SOP-017-005: Standard Operating Procedure for Marketing and Promotion
SOP-017-006: Standard Operating Procedure for Sponsorship and Exhibitor 
Management
SOP-017-007: Standard Operating Procedure for Logistics and Operations Planning
SOP-017-008: Standard Operating Procedure for Security and Emergency 
Preparedness
SOP-017-009: Standard Operating Procedure for Technology and AV Management
SOP-017-010: Standard Operating Procedure for Speaker and Presenter 
Management
SOP-017-011: Standard Operating Procedure for Networking and Attendee 
Engagement
SOP-017-012: Standard Operating Procedure for Post-Event Surveys and Analysis
SOP-017-013: Standard Operating Procedure for Accessibility and Inclusivity
SOP-017-014: Standard Operating Procedure for Green Event Initiatives
SOP-017-015: Standard Operating Procedure for Legal and Compliance 
Documentation
SOP-017-016: Standard Operating Procedure for Media Relations and Press 
Management
SOP-017-017: Standard Operating Procedure for VIP and Guest Management
SOP-017-018: Standard Operating Procedure for Health and Safety Measures
SOP-017-019: Standard Operating Procedure for Crisis Communication Plan
SOP-017-020: Standard Operating Procedure for Exhibitor Education and Training
SOP-017-021: Standard Operating Procedure for International Event Coordination
SOP-017-022: Standard Operating Procedure for Digital and Virtual Event Transition
SOP-017-023: Standard Operating Procedure for Feedback Loop with Exhibitors and 
Sponsors
SOP-017-024: Standard Operating Procedure for Transportation Coordination
SOP-017-025: Standard Operating Procedure for Exhibitor and Attendee 
Communication
SOP-017-026: Standard Operating Procedure for Digital Marketing Analytics
SOP-017-027: Standard Operating Procedure for Contractor and Vendor 
Management
SOP-017-028: Standard Operating Procedure for Data Protection and Privacy
SOP-017-029: Standard Operating Procedure for Post-Event Reporting
SOP-017-030: Standard Operating Procedure for Global Event Coordination

Top 50 SOPs for Standard Operating Procedures (SOPs) for 
Convention and Trade Show Organizers
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SOP-017-031: Standard Operating Procedure for Virtual Platform Testing
SOP-017-032: Standard Operating Procedure for Exhibitor Booth Setup and 
Teardown
SOP-017-033: Standard Operating Procedure for Brand Activation and Engagement 
Zones
SOP-017-034: Standard Operating Procedure for Educational Session Planning
SOP-017-035: Standard Operating Procedure for Exhibitor Services Center
SOP-017-036: Standard Operating Procedure for Community and Networking 
Platforms
SOP-017-037: Standard Operating Procedure for Attendee Badge Printing and 
Distribution
SOP-017-038: Standard Operating Procedure for On-Site Communication Channels
SOP-017-039: Standard Operating Procedure for Sustainability Reporting
SOP-017-040: Standard Operating Procedure for Post-Event Thank-You and Follow-
Up
SOP-017-041: Standard Operating Procedure for Exhibitor Lead Retrieval Systems
SOP-017-042: Standard Operating Procedure for Interactive Event Technology
SOP-017-043: Standard Operating Procedure for Post-Event Content Distribution
SOP-017-044: Standard Operating Procedure for Contract Review and Compliance
SOP-017-045: Standard Operating Procedure for Emergency Response Drills
SOP-017-046: Standard Operating Procedure for Venue Debrief and Evaluation
SOP-017-047: Standard Operating Procedure for Customs and International 
Regulations
SOP-017-048: Standard Operating Procedure for Attendee Privacy and Consent
SOP-017-049: Standard Operating Procedure for Virtual Sponsorship Opportunities
SOP-017-050: Standard Operating Procedure for Continuous Improvement 
Initiatives
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SOP ToolBox
Creating SOPs doesn't have to be a complex 
task! Begin with Fhyzics' SOP Templates, 
Forms, Checklists, and Agreements. Easily 
tailor them to your organisation's needs in a 
user-friendly PPT format. Select your specific 
domain, and we'll provide you with the 
customized templates within a week.
https://pages.fhyzics.net/sop-toolbox
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