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Setup & Rehearsal
8

Transportation

Coordinator
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Getting Ready
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Content Creator
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Contingencies

Plan Ahead 
12

What are the setup requirements
for staging, trussing, or flooring?
What flooring, climate control, and
power access need to be in place
before installation?
What is the break schedule for
staff?

Are there sufficient power
connections for lighting,
entertainment, and catering?
Do restroom trailers, kitchen
prep areas, or HMUA stations
require dedicated power
sources?

How much time is needed to set
up, stock, and test all facilities?
Does the catering team require
a cook trailer or satellite
kitchen, and where will it be
placed?
What is the access to water
plan?

Does floral require refrigeration,
staging time, or a specific
install-to-guest-arrival buffer?
Are there large-scale decor
elements that need assembly or
additional structural support?

How is guest arrival being
managed (valet, shuttle, private
transport coordination)?
Are there staggered arrival
times to prevent congestion at
entry points?
How are guest being greeted at
each touch point?

Does the hair & makeup team
have access to proper lighting
and sufficient power?
Is there a private, spacious area
for wardrobe changes, touch-
ups, and VIP preparations?

How long is required for
assembly, weatherproofing, and
final detailing?
Does rigging or structural
reinforcement need additional
prep time?
When is the tech run?

What is the loading dock
schedule for rentals, furniture,
linens, and vendor materials?
Who is responsible for inventory
management and placement
confirmation?

Where is their prep space,
plating area, and final assembly
station?
How many staff members are
needed, and how is service
coordinated per table?

What are the soundcheck and
rehearsal schedules for live
music, DJs, or performances?
Does the entertainment require
staging, rigging, or lighting
adjustments?

What must be captured pre-
event and how does their
schedule align with their
contract hours?
Are there specific content
moments requiring ideal lighting
or additional staging?

Have you factored in buffer
times, weather backups, and a
structured clean-up timeline?
Who is managing the final
breakdown and ensuring
seamless guest departure?

TIMELINE CHECKLIST
Luxury Event 

Pro Tip
**Plan the reverse for clean
up after the event.
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