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Operations Designing a Floor Plan

Things to Remember:

1.  Check in with your venue and/or rental company regarding floor plans.  They often 
provide these at no additional cost.
2.  Provide as many details as possible on your floor plan.  Even the location of elements 
like outlets or windows may be helpful to some of your vendors.  
3.  Send your floor plan to your vendors and ask for their input.  They may have some 
suggestions to maximize and enhance the space.   
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When moving a lot of people through an event, knowledge of the venue and available space is crucial.  A large number of guests at your 
prom requires tables and chairs for dining, space for a dance floor, and even an area for you photographer, so floor space is quickly taken 
up by rentals and other furnishings.  

To maximize the available floor space, you should create a floor plan of your venue.  This provides a way to visualize where you want 
your rentals and other furnishings to be placed as well as help create a comfortable traffic flow as your guests move throughout the 
venue.  Floor plans make it easier to check if the space is suitable for your intended purpose, work through any potential challenges, and 
redesign the space before moving forward with final details.  

When creating your floor plan, make a thorough list of all 
the needs and wants of those who will occupy the 

venue-both your prom committee and your 
vendors.  Think about how you want the space 
to be used and how you want your guests to 
move through the space.  What elements will 
help your vendors understand your vision for 
the space?  Is there a focal point for the venue?  
How much space is needed for your vendors?  
How many power outlets will your vendors 
need and where are they located?  

Your floor plan should be well thought out to 
ensure that space is being used effectively and 
efficiently.  Understanding seating, tables and 
chairs, traffic patterns, and thinking about 
crowd dynamics are important to your guests 
and vendors.  Providing a floor plan to your 
vendors helps them prepare for your prom 
prior to the big night and ensures that your 
plans unfold as intended.  
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Operations Vendor Relations
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Think about your vendors for a moment.  How much does your caterer, DJ, entertainment, security, or venue contribute to the success of 
your prom?  Without them, you would not have the prom that you have worked so hard to achieve.  Therefore, it is critical that you not 
only build a strong relationship with each of your vendors, but that you also manage that relationship properly to ensure that they meet 
your expectations.  Below are some valuable suggestions for successfully building and maintaining strong relationships with your vendors.  
 
SHOW UP, FOLLOW UP, AND FOLLOW THROUGH
Showing up to your scheduled meetings on time sets the level of professionalism that you must maintain with your vendors.  Arriving 
several minutes early will not only impress your vendors, but it will ensure that your meeting begins on time.  Keep in mind that your 
vendors are most likely busy prior to and after your scheduled meeting, so be respectful of their time as they should be respectful of your 
time.  If you happen to be running late for your meeting, it is common courtesy to call your vendor to inform them that you will be a few 
minutes late.  Note that it is not always appropriate to just drop by for an impromtu meeting with your vendor.  

It is always good practice to send a follow up email after a scheduled meeting to summarize your discussion and any tasks that you or 
your vendors should be completing.  If you have been assigned a task to complete, set a deadline for yourself and communicate your 
timeline with your vendor.  Your vendors often rely on the timelines that you communicate to them.  If you do not follow through with a 
task, it can throw off your vendor’s schedule.  For example, if your DJ requests a playlist and you submit it late, the DJ may not have 
enough time to create your ideal playlist and you will have to rely on what your DJ was able to create. 

COMMUNICATING WITH YOUR VENDORS
Vendors appreciate when a client can relay information in a timely manner.  
When breakdowns occur, it is often a problem that can be traced back to 
communication between you and your vendor.  Communication is king when it 
comes to cultivating and managing your relationship with vendors.  One way to 
avoid any breakdowns is to use at least two forms of communication.
 
Email is the most often used communication platform in the event industry.  
Email is an efficient communication method since you and your vendor create a 
paper trail, with traceable details.  If you have been communicating with your 
vendor by email, take the time to connect by phone or meet with them in person 
or vice versa.  Not only does this help you maintain your relationships, but you 
can also use this second form of communication to confirm details.

ADDING A PERSONAL TOUCH
A great way to foster cooperation and strengthen your relationship with your vendors is to take the time to connect with them and let 
them know that you appreciate their work.  Your gratitude will be remembered by your vendors, and if you show your appreciation, your 
vendors will be more likely to go the extra mile for you.  Additionally, getting to know your vendors personally will make your planning 
experience and business relationships more fun!

Things to Remember:
 
1.   A strong relationship will not happen overnight.  They take time to build and grow and take just as much time maintaining 
once they are established.
2.  The more positive experiences you can have collaborating with a vendor, the more your relationship will grow and flourish.
3.  Be grateful – very seldom do people grow tired of hearing someone say “thank you!”

5 Tips for Email Communication:
 
1.  Practice being clear and concise with your message.
2.  Before sending, always reread your message for 
grammar and spelling.
3.  Use specific subject line descriptions.
4.  Avoid shortcuts and abbreviations. 
5.  Respond to emails within 48 hours.



Operations Run of Show
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You have worked extremely hard to orchestrate all of the moving parts in creating a memorable prom and learned about the different 
variables and logistics involved to successfully execute your big night.  To ensure that everything runs smoothly on prom night, you should 
consider creating a Run of Show document to tell all of the behind-the-scenes players what to do.  Whether it’s your prom committee, 
vendors, chaperones, security, or your emcee, the Run of Show serves as the architectural blueprint and road map for a successfully 
executed prom.  While you may not be able to plan for every unexpected thing that could happen, this document will help mitigate the 
risk of something unexpected happening.   

When starting to create the Run of Show, begin by thinking of the 
big items and sections of your prom.  Write them down and then 
go into detail about what each of those parts need.  Whether its 
staffing, rental items, or wifi for selling tickets at the door, each 
detail should be carefully thought through and communicated on 
your Run of Show.  

Once your Run of Show is thorough and complete, share the 
document with your vendors and have them review it for any 
edits or updates.  This will not only help ensure that the details 
are accurate with your vendors, but it will also confirm that you 
and your vendors are on the same page for your big night and 
everything runs according to your plans.  

Prom Committee and DJ Miss Mixx

Dapper Event Design & Production 

Main Entrance Guests exit

Prom Committee Check in and thank vendors
Check in with venue to ensure no damages occured
Remove decor
Remove registration table/check in

Santa Barbara Catering Begin serving dinner

Roaming Entertainment

Time Prom

Time Prom Strike

Remove equipmentDJ Miss Mixx

Photobooth Remove photobooth

Remove tables, chairs, and linens
Remove centerpieces
Remove uplights

Santa Barbara Catering Remove set up area

7:30 PM

9:45 PM

10:00 PM

7:00 PM

11:00 PM

Prom royalty annoucements

Prom Committee and DJ Miss Mixx Gather Prom Court in preparation for royalty announcement

Main Entrance Guests arrive and check in

Perform throughout venue

Prom Journey to Atlantis
Date Saturday, April 29th 2017

Setup 4:00 PM
Event Time 7:00 PM - 11:00 PM

Strike 11:00 PM - 12:00 AM
Location Warehouse 2015 - 215 E Grant St, Phoenix, AZ 85004

Parking Info Complimentary onsite parking

Prom Committee
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Prom Committee
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Prom Committee

DJ Miss Mixx

6:45 PM

6:30 PM

6:00 PM

5:30 PM

5:00 PM

Run of Show

Begin playing musicDJ Miss Mixx

Roaming Entertainment Prepare for performance (costumes/makeup)

Prom Committee Direct chaperones to assigned positions

Security Direct security to assigned positions

Time Prom Setup

Check in with all vendors 
Set up decorations
Set up registration table/check in
Set up coat check
Set up seated round tables w/ 8 chairs each and blue linens
Add centerpieces to all tables
Distribute uplights throughout venue

Set up speakers throughout venue
Add subwoofers
Install dance floor lighting

4:00 PM

DJ Miss Mixx Sound check
Turn on gobo lighting 

Check in with all vendors on set up status
Organize Prom royalty supplies

Set up decorations

Set up lounge
Set up giant games in lounge area

Santa Barbara Catering Set up serving areas
Start preparing food

Photobooth Set up photobooth



Dapper Event Design & Production offers many additional options at an extra cost to further customize your 
prom experience.  Contact the Dapper Design Team today for pricing.

Make your prom stand
out with these add-ons!





Contact Us!
Contact the Dapper Design Team today to learn more 

about how we can make your prom spectacular!

Collin Shepherd
Creative Director

Alex Wurth
Director of Events & Operations

info@dappereventdesign.com
859-513-0380
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