
PRODUCTION SCHEDULE

Client: AllBright ROOMS KEY

Event: Step Forward, 8th March 2024 Ground Floor Catering / Food

First Floor Production

Warehouse: Unit 8 Park Farm, Kirtlington, Oxon OX53JQ Second Floor Set dressing

Venue Address: 23 Clerkenwell Grn, London EC1R 0NA SITE WIDE Deliveries/Transport

Suppliers

Fargol Parhizgar 07533815598 Venue info

Ciara Garratt 07772678316

Lawrence Chichon 07852373095

Laura Eynon 07767628161

Schedule

DATE: 07.03.24

TYPE START TIME FINISH TIME ACTIVITY ROOM / AREA
CONTRACTOR / 
STAFF

RESPONSIBILITY NOTES

Set dressing 22:00 22:30 Move ground floor furniture to clear space for brand activations Ground Floor Venue Crew Gavin

Suppliers 22:00 Marble Team on site Marble Fargol / Laura / Lawrence / Ciara / Holly

Suppliers 22:00 Crew on site Crew Marble Staff

Suppliers 22:00 Macro Art on site Macro Art Laura

Suppliers 22:00 Scenic Supplier on site Emmet Laura

Suppliers 22:00 Benefit Production Team on site Benefit Laura / Fargol

Deliveries/Transport 22:00 Marble Crew delivery Ground Floor Marble Lawrence 
Marble Crew to bring Rituals set pieces 
TBC: Caudalie assets

Deliveries/Transport 22:00 22:30 Macro Art LOAD IN Ground Floor Macro Art Laura Loading through front door 

Deliveries/Transport 22:00 22:30 Scenic supplier LOAD IN Ground Floor Emmet Laura Loading through front door 

Deliveries/Transport 22:00 22:30 Rituals Stock to be delivered First Floor Marble Lawrence Crew to unload and leave in Rituals room

Deliveries/Transport 22:00 23:00 Benefit production team LOAD IN First Floor Benefit Laura / Fargol To load in through breakfast entrance door using stairs 

Deliveries/Transport 22:00 00:00 Pandora Courier Delivery First Floor Pandora: Courier Laura Treat cart and plinths delivery from Pandora office

Production 22:30 01:00 Set up Partner Brand backdrops: Rituals, Pandora, Tissot SITE WIDE Macro Art Laura

Production 22:30 23:30 Set up Caudalie backdrop Ground Floor Emmet Laura

Set dressing 22:30 23:30 Put each partner brand's chosen venue furniture in locations SITE WIDE Venue Crew Gavin

Production 23:00 01:00 Benefit production team to setup Benefit room First Floor Benefit Laura / Fargol 

Production 23:30 00:00 Set up Sunset stage backdrop: Step Forward Stage First Floor Emmet Laura

Venue info 01:00 STRICT FINISH TIME TO AVOID EXCESS VENUE CHARGES SITE WIDE ALL STAFF

END OF DAY CHECKLIST

DATE: 08.03.24

TYPE START TIME FINISH TIME ACTIVITY ROOM / AREA CONTRACTOR / 
STAFF

RESPONSIBILITY NOTES

Suppliers 07:00 Marble on site: Laura / Lawrence / Ciara / Fargol / Holly Marble Marble 

Suppliers 07:00 AllBright team on site AllBright AllBright 

Suppliers 07:00 Crew on site Crew Marble Staff 

Suppliers 07:00 Macro Art on site Macro Art Laura

Suppliers 07:00 (AV / Tech) on site Tech Supplier Lawrence 

Deliveries/Transport 07:00 07:30 Tech UNLOAD First Floor Tech Supplier Lawrence 

Deliveries/Transport 07:00 08:00 Brand Partner deliveries Ground Floor Laura / Lawrence Caudalie: Plinths, wine for tasting, giveaway stock?

Deliveries/Transport 07:00 08:00 Furniture Delivery: Cloakroom rails, hangers, Caudalie tables, Ghost chairs Ground Floor Furniture Supplier Laura / Holly Crew to unload 

Catering/food 07:00 07:30 Wine tasting glassware delivered to Caudalie area Ground Floor Jessen & Co Filli / Laura

Catering/food 07:00 08:00 Tissot Breakfast set-up Ground Floor Jessen & Co Filli / AllBright

Set dressing 07:00 08:00 Put Tissot x AllBright breakfast welcome sign in position - on Easel Ground Floor Macro Art Laura

Set dressing 07:00 09:00 Install general signage: Hanging banners, welcome sign & event floor key SITE WIDE Macro Art Laura / Fargol

Set dressing 07:00 09:00 Install roller banners, branded flags and headshot backdrop SITE WIDE Crew Laura / Fargol Headshot Studio backdrop on second floor & banner in Green Room

Set dressing 07:00 09:00 Install wayfinding signage SITE WIDE AllBright AllBright / Gavin A4 signage provided by AllBright, display peds provided by venue

Suppliers 07:30 Noonah (Caudalie mosaic wall supplier) on site Ground Floor Noonah Laura

Production 07:30 09:30 Noonah to unload and install Ground Floor Noonah Laura Noonah have been warned about the breakfast next door and will keep noise to an absolute minimum

Production 07:30 09:30 Tech set-up: Step Forward Stage, Ambition Stage, Bar set-up First Floor Tech Supplier Lawrence 

Production 07:30 08:00 Crew to unload Partner Brand deliveries to relevant Partner areas SITE WIDE Crew Laura / Lawrence 

Set dressing 08:00 Place high bar table in Caudalie area Ground Floor Crew Laura / Holly

Suppliers 08:00 Partner Brands arrive on site Laura / Fargol 

Deliveries/Transport 08:00 Tissot exercise bike delivery Ground Floor Noord Lawrence 

Set dressing 08:00 10:45 Partner Brands to dress their spaces SITE WIDE Laura / Fargol 

Set dressing 08:00 10:45 Crew to assist Partner Brands where required SITE WIDE Crew Laura / Fargol 

Live Event 09:00 11:00 TISSOT BREAKFAST: Access through secondary door Ground Floor Tissot / AllBright GROUND FLOOR PRODUCTION NOISE TO A MINIMUM FROM 8AM

Set dressing 08:30 09:00 Arrange furniture in Headshot Studio Second Floor Crew Laura / AllBright

Set dressing 09:30 10:00 Theatre seating to be placed in Step Forward & Ambition Stage First Floor Crew Laura / Lawrence Be conscious of noise levels for Ambition stage setup - Tissot breakfast below

Set dressing 09:30 10:30 Crew to set up cloakroom and label hangers, place hangers on rails Ground Floor Crew Fargol / Holly

Production 09:30 10:30 AV / Tech testing First Floor Tech Supplier Lawrence 

Catering/food 10:30 11:00 Grazing stations set-up Ground Floor Jessen & Co Filli / AllBright

Catering/food 10:30 11:00 Pandora Treat Cart: Catering delivery Ground Floor Jessen & Co Filli / Fargol 

Live Event 11:00 LIVE EVENT: Doors Open SITE WIDE

LIVE: Live Well 11:15 The Ritual of Tapping First Floor AllBright Poppy Delbridge 

LIVE: Step Forward Stage 11:30 12:15 Changing the Wealth Game First Floor AllBright Speakers: Maike Currie, Hargreaves Landsown, British Business Bank Rep

LIVE: Ambition Stage 12:00 12:45 Women Owning Career Ambitions without Apology First Floor AllBright Speaker: Kira Matthews, Farrah Storr, Tobi Asare, Angelica Malin

LIVE: Live Well 12:30 RITUALS PROGRAMMING First Floor AllBright

Catering/food 12:30 13:00 Lunch grazing tables set up SITE WIDE Jessen & Co Filli / AllBright

LIVE: Step Forward Stage 12:45 13:30 Beauty Redefined and Reimagined First Floor AllBright Speakers: Emma Dabiri, Vick Hope, Partnerships to add brand speaker from OH, Viv Paxinos

Live Event 12:00 14:00 Lunch SITE WIDE

LIVE: Ambition Stage 13:00 13:45 Candid Lessons on Navigating Business Highs and Lows First Floor AllBright Speakers: Ella Mills, Angelica Malin

LIVE: Live Well 13:45 The Ritual of Hypnotherapy First Floor AllBright Gemma Perlin

LIVE: Step Forward Stage 14:00 14:45 Leadership: What It Means to be a Woman in Power First Floor AllBright Speakers: Nishma Robb (Ex-Google),Natalie Campbell MBE, Kruti Patel, Viv Paxinos

LIVE: Live Well 15:00 RITUALS PROGRAMMING First Floor AllBright

LIVE: Ambition Stage 15:00 15:45 Meet The Brow Raisers: Redefining an Industry First Floor AllBright
Speakers: Sarah Harbon, General Manager Benefit Cosmetics, Charlotte Mensah, Founder & CEO of Charlotte Mensah
One more, Moderated by Angelica Malin

LIVE: Step Forward Stage 15:15 16:00 Closing the Gender Healthcare Gap First Floor AllBright Speakers: Caroline Nokes MP,Sandra Igwe,Dr Ronx,Viv Paxinos

LIVE: Ambition Stage 16:00 17:45 Women Leading the Digital Revolution First Floor AllBright Speakers:Abadesi Osunsade,Leahviathan,Lisa Goodchild,Angelica Malin

LIVE: Live Well 16:15 RITUALS PROGRAMMING First Floor AllBright Poonam Dhuffer

LIVE: Step Forward Stage 16:30 17:15 Women Leading the Eco-Awakening First Floor AllBright Speakers: Dominique Palmer,Tori Tsui,Joycelyn Longdon,Maryam Pasha (mod)

LIVE: Live Well 17:30 Astrology & Self Discovery: The Ritual of Tuning into your Inner Voice First Floor AllBright Caggie Dunlop

LIVE: Ambition Stage 17:00 17:45 The Parallels Between Sport and Leadership First Floor AllBright Speakers:Helen Richardson-Walsh MBE, Ama Agbeze MBE,Tissot Ambassador TBC

Catering/food 16:00 18:00 Drinks stations set up SITE WIDE Jessen & Co Filli / AllBright

LIVE: Ambition Stage 18:00 18:45 First Floor AllBright MAJOR CLOSE TBC,Steven Bartlett,Anya Hindmarch,Trinny London

LIVE: Live Well 18:00 First Floor AllBright Caggie Dunlop

Live Event 18:00 20:30 Drinks Service SITE WIDE

LIVE: Step Forward Stage 18:00 19:00 The Audacity to Be Your Authentic Self First Floor AllBright Speakers: Katherine Ryan, Comedian, Viv Paxinos

LIVE: Bar 18:30 19:00 Musical Performance First Floor TBC

Live Event 21:00 EVENT CLOSED SITE WIDE

Catering/food 21:00 21:30 Wine tasting glassware collected from Caudalie station Ground Floor Jessen & Co Filli / Laura

Production 21:30 23:00 Derig Partner Brand branded walls SITE WIDE Macro Art Laura / Lawrence

Production 21:30 23:30 AV / Tech derig First Floor Tech Supplier Lawrence

Production 22:00 23:00 Derig Caudalie wall and Sunset stage backdrop Emmet Laura

Deliveries/Transport 22:00 00:00 Pandora Courier collection Ground Floor Pandora Laura Treat cart & plinths 

Deliveries/Transport 22:00 01:00 Benefit derig & LOAD OUT First Floor Benefit Laura / Fargol Load out through alernative entrance using stairway

Deliveries/Transport 23:00 23:30 Scenic supplier - LOAD OUT Ground Floor Emmet Laura Load out through front door 

Deliveries/Transport 23:00 23:30 Macro Art - LOAD OUT Ground Floor Macro Art Laura Load out through front door 

Deliveries/Transport 23:00 00:00 Furniture Collection: Cloakroom rails, hangers, Caudalie tables, Ghost chairs Ground Floor Furniture Supplier Laura / Holly Crew to load 

Deliveries/Transport 23:30 00:30 AV / Tech - LOAD OUT Tech Supplier Lawrence / Laura Load out through front door 

Deliveries/Transport 23:30 00:30 Marble crew LOAD OUT Marble Lawrence / Laura Rituals set pireces

Set dressing 00:00 01:00 Return venue furniture to allocated positions SITE WIDE Venue Crew Gavin 

Venue info 01:00 STRICT FINISH TIME TO AVOID EXCESS VENUE CHARGES SITE WIDE ALL STAFF

END OF DAY CHECKLIST

https://docs.google.com/spreadsheets/d/1NZuKAYPxCT_VbRa3xVSkZyv7MEcL8DgIQP6YJopkd3o/edit#gid=106741849&range=A1
https://docs.google.com/spreadsheets/d/1NZuKAYPxCT_VbRa3xVSkZyv7MEcL8DgIQP6YJopkd3o/edit#gid=1640445377&range=A1
https://docs.google.com/spreadsheets/d/1NZuKAYPxCT_VbRa3xVSkZyv7MEcL8DgIQP6YJopkd3o/edit#gid=895756453&range=A1
https://docs.google.com/spreadsheets/d/1NZuKAYPxCT_VbRa3xVSkZyv7MEcL8DgIQP6YJopkd3o/edit#gid=1228834874&range=A1

