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Appendix 1 – Event Approach
Contractor & Subcontractor Management
Whitewall adopts a comprehensive approach to Contractor and sub-contractor management, throughout the Oracle Global Tech Program we will provide the following services.
Pre-Planning & Coordination
· Identify and select qualified contractors and subcontractors based on project requirements.
· Ensure all parties are fully briefed on project scope, timelines, and expectations.
· Establish clear lines of communication and defined reporting structures between contractors, subcontractors, and the primary project team.
· Create briefing PowerPoint decks for event segments including Oracle partners i.e.: Ambassadors, Speakers, Alumni, Managers. 
· Conduct pre-event meetings to align expectations, discuss roles, and address potential challenges.
· Provide regular progress reports on the status of each contractor’s tasks. 

Project Schedule & Time Management
· Develop and maintain an integrated project schedule, incorporating all contractors' and subcontractors' timelines and deliverables.
· Ensure all contractors and subcontractors meet critical milestones and deadlines.
· Provide regular progress reports on the status of each contractor’s tasks.

On-Site Coordination during Run of Show
· Serve as the primary point of contact for all contractors and subcontractors during the event.
· Ensure contractors and subcontractors are present, prepared, and equipped to perform their assigned duties.
· Manage logistics, such as access to venues, material deliveries, and set-up requirements.
· Coordinate troubleshooting and providing immediate solutions for any issues that arise on-site.
· Undertake full responsibility for the performance, compliance, and safety of all subcontractors.
· Ensure all partners follow Oracle’s Environmental, Health, and Safety (EHS) policies.
· Coordinate load-in, loading dock schedules, freight elevator use, and access requirements with each venue.
Communication & reporting
· Establish regular communication protocols, including status meetings, updates, and reports, to ensure transparency and efficiency.
· [bookmark: _Hlk216434264]Analyze and report on raw data from event survey results across multi-city locations.
· Provide an escalation process for issues that cannot be resolved within standard channels.
· Deliver a post-event debrief and final report that includes performance evaluations of contractors and subcontractors, any challenges faced, and recommendations for future improvement.

Audio Visual
Whitewall has a long history of working with various AV suppliers as well as our own in-house technical expertise. Across the program Whitewall will provide support for:
Leasing of Equipment
· Provide a comprehensive list of AV and computer equipment required for the event, including but not limited to:
· Projectors, screens, and display monitors.
· Audio systems (microphones, speakers, mixers, etc.).
· Lighting and special effects equipment.
· Laptops, desktops, and other computing devices.
· Networking equipment (routers, switches, cabling).
· Other necessary accessories and peripherals.
· Ensuring that all equipment is of industry-standard quality, compatible with the venue’s infrastructure, and suitable for the scope of the event.
· Coordinating with the event organizers to finalize the equipment requirements based on event needs and expected audience size.
· Photography and videography as outlined in Scope of Services.
· Creatives or in-room music will be royalty-free.

Delivery & Set Up
· Coordinate timely delivery and setup of all leased equipment at the event location.
· Conduct a thorough equipment check prior to the event to ensure functionality and compatibility.
· Provide on-site technicians to oversee the installation and ensure proper calibration of AV and computer systems.
· Ensure all equipment is properly integrated with the venue’s infrastructure (e.g., electrical connections, data cabling).

Operation During the Event
· Provide technical support staff to operate and troubleshoot AV and computer equipment throughout the event.
· Ensure smooth operation of all equipment during the event, with contingency plans for quick problem resolution.
· Coordinate with presenters, speakers, and other stakeholders to ensure that all technical requirements are met in real-time.
· Manage on-site adjustments to equipment setups as needed to accommodate changes in the event schedule or format.
Post Event Breakdown & Return
· Ensure all leased equipment is disassembled, packed, and returned to the equipment providers in a timely manner following the conclusion of the event.
· Conduct a post-event inspection and report, detailing any issues encountered and recommendations for future events.


Stage Management & Event Ownership
Whitewall will be responsible for the full execution of the event, ensuring that all production elements, timing, and coordination run smoothly from start to finish.
Pre-Event Planning & Coordination
· Collaborate with event organizers and stakeholders to define the event schedule, key moments, and any specific production requirements.
· Develop a comprehensive event timeline that includes all technical, logistical, and on-stage requirements.
· Organize and manage rehearsals for performers, speakers, and presenters, ensuring they are familiar with their roles, timings, and the flow of the event.
· Manage all stage elements including set design, lighting, sound, and AV equipment to ensure everything is aligned with the event vision.
· Coordinate with all vendors, contractors, and subcontractors involved in the event to ensure clear communication and readiness.
Stage Set Up & Rehearsals
· Oversee the set-up of the stage, ensuring that all staging elements are in place.
· Manage and coordinate rehearsals, including technical rehearsals to ensure the smooth operation of all equipment and timing during the event.
· Verify that all presenters, and staff are prepared for their respective roles during the event, and handling any last-minute changes to the program or production.
Event Day Management
· Own the execution of the events, ensuring everything runs on time, within scope, and according to plan.
· Serve as the primary point of contact for all event-related activities, ensuring seamless communication between technical teams, performers, and stakeholders.
· Manage the flow of the event, including cueing presenters and other participants.
· Oversee all technical operations (lighting, sound, AV, etc.) and managing any changes or adjustments that may arise during the event.
· Handle any unforeseen issues or emergencies, ensuring rapid resolution with minimal disruption to the event’s flow.
Coordination of On-Site Teams
· Manage all event staff and production teams, ensuring everyone is in their designated roles and performing their tasks according to the event plan.
· Coordinate with the technical team to ensure that all equipment is operating properly and troubleshooting any technical difficulties.
· Direct all stage transitions, including moving performers, changing sets, and managing any other on-stage activities in real-time.
Post Event Wrap-Up
· Oversee the breakdown and removal of all staging, AV equipment, and materials.
· Ensure that the venue is cleared and returned to its original state as agreed upon with the venue management.
· Conduct a post-event debrief with the event organizers to review performance, identify areas for improvement, and document any key learnings for future events.
· Coordinate the return of any rented or leased equipment and ensuring all contracts and invoicing are closed out properly.


Upstage Communications Inc. DBA Whitewall	whitewallcreative.com

EIN: 38-3940254

image1.png
WHITEWALL




image2.png




