
CHECKLIST

Event Operations Checklist
Efficiency in 10 Steps

On-site execution efficiency is about creating smoother entry flow, faster resolution, and clearer visibility across the
systems that power your event day. Use this checklist to identify where disconnected tools, manual workflows, and
limited visibility are slowing entry flow, staffing efficiency, and real-time revenue visibility across your on-site event
operations.

This checklist is designed for on-site event operations, box office, and access control leaders, finance teams, sports
organizations and stadium operators, and executive stakeholders responsible for entry flow reliability, staffing efficiency, and
real-time revenue clarity.

01
Map your end-to-end event workflow
Before improving efficiency, you need visibility.
Document the full lifecycle of your on-site execution, from ticket purchase to payment settlement to gate entry to
end-of-night reporting. Identify every system involved and every manual handoff required to move data forward.

If your workflow requires spreadsheets, exports, or manual reconciliation, that’s friction.

02
Identify where data is duplicated or re-entered
Duplicate data entry is one of the clearest signs of inefficiency.
• Ticket data is entered into multiple systems
• Payment information is manually reconciled
• Check-in lists are exported and re-uploaded

Each duplication increases error risk and labor cost.

03
Assess real-time visibility across teams
On event day, speed matters. Ask:
• Can staff see accurate attendee status in real time?
• Can exceptions be resolved without switching systems?
• Can supervisors monitor entry flow and capacity live?

If the answer is no, execution speed and staffing efficiency are already compromised.

04
Evaluate staffing requirements at peak moments
Efficiency shows up most clearly during peak entry. Review:
• How many gate and scanning staff are required today
• How long it takes to train new staff
• Where bottlenecks force you to add people instead of improving flow

Integrated, mobile-first workflows should reduce staffing needs, not increase them.

05
Confirm payment visibility across the event lifecycle
Finance teams deserve faster clarity. Verify whether you can:
• See gross and net revenue in near real time
• Track refunds and fees alongside ticket sales
• Understand what revenue is settled versus pending

If revenue visibility requires manual work, efficiency is already lost.
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Event Operations Checklist — continued

06
Review refund and exception handling workflows
Refunds are part of the on-site execution experience, not just financial transactions.
• How refunds are initiated and tracked
• Whether refund status is visible to both ops and finance
• How long it takes to resolve customer inquiries

Disconnected refund workflows increase support load and reconciliation effort.

07
Examine chargeback readiness and response speed
Chargebacks introduce strict timelines and documentation requirements. Confirm:
• Where on-site transaction and scanning data lives
• How quickly supporting documentation can be assembled
• Whether transaction history is centralized or fragmented

Efficiency here reduces financial risk and labor cost.

08
Test reconciliation timelines after an event
Post-event efficiency matters as much as execution. Ask:
• How long does end-of-night box office close-out take?
• How many systems are involved?
• How confident is the final revenue number?

Long reconciliation cycles are a signal that systems are working against you.

09
Evaluate scalability without added complexity
Growth should not mean chaos. Assess whether your systems can support:
• Multi-day events
• Recurring programming
• Multiple venues, access types, or stadium zones

If each new event adds complexity instead of leverage, efficiency will decline as you scale.

10
Confirm alignment between on-site execution and finance
Efficiency is ultimately cross-functional. Ask:
• Do ops and finance rely on the same data?
• Are performance questions answered quickly and confidently?
• Is there a single source of truth?

When teams operate from different systems, efficiency breaks down.

How to use this checklist
This checklist is not a scorecard. It is a diagnostic tool. Each “no” or “not sure” points to an opportunity to simplify
workflows, reduce labor, and improve visibility across your on-site execution operations.

Efficiency starts with awareness. Performance follows.

Next step
Identify where efficiency breaks down and where
unification delivers the biggest gains.

Book a Demo
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https://pages.squadup.com/demo.html

