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1.  Identify event facilities and technical requirement

Event facilities 
and technical 
requirement

Event venue 
specification

Event execution 
technical check 
list preparation

Event safety 
procedure
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EVENT FACILITIES 

AND TECHNICAL 

REQUIREMENT
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Meeting, incentive, Convention, Exhibition (MICE)

Event Facilities Technical Requirement

 Backdrop on paper printing size 120x160 cm

 Flip chart with papers

 White board / makers / eraser

 Registration table

 Laser pointer

 Free use of wireless internet in function room

 Tea break buffet line.

 Flower arrangement for meeting session.

 Drinking water per person for the meeting session.

 Facsimiles transmission

 Foreign exchange service

 Scanner/ copy machine

 Audio-visual equipment

 LCD projector

 Wide screen

 DVD’s player

 LCD television flat screen

 Wireless microphones

 220 volt electrical outlets

 Engineering support

 Extension course adaptors

 Laser pointer
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Official Event

Event Facilities Technical Requirement

 Backdrop on paper printing size 120x160 cm

 Flip chart with papers

 White board / makers / eraser

 Registration table

 Laser pointer

 Free use of wireless internet in function room

 Tea break buffet line.

 Flower arrangement for meeting session.

 Drinking water per person for the meeting session.

 Facsimiles transmission

 Foreign exchange service

 Scanner/ copy machine

 Audio-visual equipment

 LCD projector

 Wide screen

 DVD’s player

 LCD television flat screen

 Wireless microphones

 220 volt electrical outlets

 Engineering support

 Extension course adaptors

 Laser pointer
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Sports

Event Facilities Technical Requirement

 Sufficient changing areas, showers, sauna, 

etc

 Kitchens, canteens and food serving areas

 Offices or meeting rooms for Media and the 

Event Staff

 Telecommunication facilities - telephone, 

fax, Internet

 Vending machine

 Water cooler

 Mist fans

 On-site or mobile hospital

 First aid kit

 Basic life support

 Audio-visual equipment

 LCD projector

 Wide screen

 DVD’s player

 LCD television flat screen

 Wireless microphones

 220 volt electrical outlets

 Engineering support

 Extension course adaptors

 Laser pointer
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Leisure

Event Facilities Technical Requirement

 Sports halls with courts for badminton, basketball, 

volleyball and netball

 Olympic size outdoor Volleyball court

 Top of the range fitness suites

 Fitness and dance studios

 Sufficient changing areas, showers, sauna, etc

 Stages

 Water cooler

 Vending machine

 Spot-light

 Air-blower

 Mist fans

 On-site or mobile hospital

 First aid kit

 Basic life support

 Audio-visual equipment

 LCD projector

 Wide screen

 DVD’s player

 LCD television flat screen

 Wireless microphones

 220 volt electrical outlets

 Engineering support

 Extension course adaptors

 Laser pointer
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Festival

Event Facilities Technical Requirement

 Sufficient changing areas, showers, sauna, 

etc

 Kitchens, canteens and food serving areas

 Offices or meeting rooms for Media and the 

Event Staff

 Telecommunication facilities - telephone, 

fax, Internet

 Mist fans

 Stages

 Spot-light

 On-site or mobile hospital

 First aid kit

 Basic life support

 Audio-visual equipment

 LCD projector

 Wide screen

 DVD’s player

 LCD television flat screen

 Wireless microphones

 220 volt electrical outlets

 Engineering support

 Extension course adaptors

 Laser pointer
Prepared by: Cheryl Y.



Entertainment

Event Facilities Technical Requirement

 Sufficient changing areas, showers, sauna, etc

 Kitchens, canteens and food serving areas

 Offices or meeting rooms for Media and the 

Event Staff

 Telecommunication facilities - telephone, fax, 

Internet

 Mist fans

 Stages

 Spot-light

 On-site or mobile hospital

 First aid kit

 Basic life support

 Audio-visual equipment

 LCD projector

 Wide screen

 DVD’s player

 LCD television flat screen

 Wireless microphones

 220 volt electrical outlets

 Engineering support

 Extension course adaptors

 Laser pointer
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Event venue specifications
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Meeting, Incentive, Convention, Exhibition (MICE) / Official Event

Venue Specification

Venue Capacity
Location

Layout plan
Floor plan
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Layout plan
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Floor Plan
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Festival, Leisure, Sport 
and Entertainment 

Venue Specification

Venue Capacity

Location

Layout plan

Floor plan
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Layout planPrepared by: Cheryl Y.



Floor Plan
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Seating arrangement
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Example of Floor Layout
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Protocol Etiquette Principles

 Anthems

 Ceremonies

 Distinguished visits

 Flags and Emblems

 Introductions

 Order of Precedence

 Colour usage

 Dining

 Dress codes

 Gestures

 Gift Giving

 Personal space

 Touching

 Courtesy

 Cultural Tradition

 Historical Custom

 Politics

 Priority

 Religious Rites

 Social or Diplomatic Rank

Event Execution Technical check List Preparation

Guest profiling and protocol
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Seating arrangement 

- Based on the purpose of the event, politicz, pricing and protocol and proximity requirements

- Purpose of an event may dictate that attendees be able to see and interact with each other.
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Traffic control 

The event coordinator will work with the appropriate authorities 
to arrange the proper traffic management and control services 
and strategies. The purpose of traffic control plan is to inform, 
control and guide road users and protect the safety of all events 
participants, spectators, police marshals and volunteers.
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Parking

It is important to analyse the expected numbers and types of vehicles likely to 
arrive as well as evaluate the capacity and quality of space available for 
parking. You may be using a venue that has sufficient parking on the property, 
or you may need to identify remote, adjacent or creative parking alternatives.
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Signage

You may require a range of signage to

perform various functions:

o Directional signage

o Information signage

o Safety signage

o Welfare signage
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Risk
There are several categories of risk the professional event coordinator should examine; safety,

security, capability, internal and external. Safety risks include physical harm, violence, sanitation

issues, and health issues.

There are four ways to handle risk: avoidance, transference, mitigation and acceptance.

Avoidance means you do not take the risk at all. Transferences means you transfer the risk

through insurance, performance bonds, warranties, guarantees, or contractual liability.

Risk Assessment

Prepared by: Cheryl Y.



Event Safety Procedure
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Typical Health and 

Safety Hazards

Safeguards Protection Priority

 Animal/ insects

 Activities

 Car parks

 Crowd capacity

 Fire

 Food contamination

 Noise level

 Slips and trips

 Special effects

 Violence/ crime

 Water/ drowning

 Weather

 Vehicles

 Communication systems

 Crowd management

 Safety lighting

 Venue and site design

 Waste management

 Emergency services

 Transportation 

management

 Sanitary systems

 People

 Property

 Reputation

 Revenues

An event’s assets are:

People

Equipment

Finances

Figure: Event Safety ChecklistPrepared by: Cheryl Y.



 Event Safety 
Memo

 Reporting 
Procedures
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2.  List out event internal facilities 

availability/inventory

Event 
technical 
inventory

Event non-
technical 
facilities

Types of 
outsourcing 

event 
materials
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Event 
technical 
facilities 
availability / 
inventory
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Types of outsourcing event material

 Souvenir items

 Speaker gifts

 Tote bags

 T-shirts

 Welcome basket

 Albums

 Arts and crafts

 Audio/ videotape

 Awards

 Badge holders

 Certificates

 Clothing items

 Conference binders

 Custom label beverages

 Flowers

 Food/ beverage items

 Imprinted items

 Logo merchandise

 Photographs

 Memorabilia

 Luggage tags

 Pillow gifts

 Prizes

 Programs

 Restroom
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