
  
 

On Site Manager Training Deck 
 

Here at Flex Seal, our onsite managers have a wide range of responsibilities that are facilitated 
across the span of an event. Attention to detail is a MUST! A missed step will make or break the 
fluidity of the activation. With that in mind, it is crucial that OSMs operate each activation with 
the utmost organization, knowledge, and flexibility. The success of every event depends on the 
amount of preparation. The information below will help in executing a seamless event. This 
material is a guide to further OSM knowledge, but also serves as a great reference tool.  
 
 
Pre-Event 

• Research plays a large roll in successfully managing an activation. The week prior to an 
event is a great time to start studying every detail that you will encounter on the road.  

• Understanding travel time is important in planning the daily schedule with the team. 
Every event will vary when it comes to the time it takes getting to and from the venue 
and airport. This also includes travel from the hotel to the venue. Knowing the travel 
time will ensure the team is punctual every day. Traffic changes on a daily basis, so 
double check these details on site. 

• Study our website. Updates are made frequently, so knowing what is offered online will 
further enhance our outreach at the activation. This will also help the script when we 
engage our audience.  (Example: Merchandise Sales, Bundles, Discounts, etc.)  

• Visit the event website to see if there are special details about the venue. This can help 
in collecting content for the social media team while the activation is taking place. Also, 
try and find a map of the venue while you are here. More times than not there will be 
one and this helps any directional confusion onsite.  

• Prior to leaving for an event, there will be a binder meeting with the admin staff to 
review the details of the activation. This binder will provide you with the information 
you will need onsite. 

• Make sure to grab the activation phone and petty cash before leaving. This phone is 
used to collect content for our social media team and the MiFi is back up in the case 
there is bad signal. 

• Once the binder review has taken place an email should be sent out to the contractors 
working the activation. This email should include an outline of the event, flight 
information, and meeting time for the flight. This should be an hour before boarding. In 
addition, a group text needs to be created for communication on the road.  

• Meet the team at the airport and fly to the destination. Upon arrival, pick up the rental 
and drive to the hotel to check in. During this time, make a grocery run to stock up 
trailer for the event.  



• Reach out to the driver and coordinate picking up the trailer keys. This might not be 
necessary if the keys are in the designated holding spot. It is still good to establish a line 
of communication. 

• Contact the brand ambassador lead and fill them in on parking, credentials, and the 
locations of the footprint. If the venue is still open, take advantage of this time to find 
the footprint and pick up credentials.  

 
Event 

• Every day will start with a mandatory team breakfast which also serves as a call time for 
the team. This is where all of the pre-event research comes into play. Onsite managers 
will need to allot the proper amount time to eat, travel, and set up prior to the event 
starting. Keep in mind, sometimes credentials will also need to be picked up the first 
day.  

• Upon arriving at the venue, make sure to bring in the groceries and grab the credentials. 
If you run into any issues onsite be sure to reach out to the event coordinator. The next 
step is to begin setting up the trailer. At this point, the OSM will retrieve samples if need 
be and get credentials to the brand ambassadors. Lastly, before the event really picks up 
be sure to train the brand ambassadors. 

• Once the event has started, it is the onsite manager’s job to facilitate a high energy, 
functional environment while managing the team of contractors and brand 
ambassadors. Each event involves a lot of work for many hours, so it is important to 
implement breaks for the entire crew.  

• Be sure to include a lunch break for the entire crew. This can be a staggered schedule, 
so to keep the flow of the booth continuing. Contractors will be able to purchase lunch 
with the company card. Keep in mind the daily per diem limit ($75). Third party brand 
ambassadors are not included.  

• Meanwhile, be sure to collect content for social media, execute the three ‘E’s 
(mentioned via website), emcee, take notes, hand out samples, and HAVE FUN!  

• If weather becomes an issue be sure to follow the correct procedures laid out on the 
safety document. As long as the event is still operating, the team needs to be there 
activating!   

• Once the event has ended for the day, it is important to properly break down the booth 
and “clock out” the contractors. This clock out time is the moment break down is 
finished. Lastly, be sure everything is locked up on the trailer.  

• Although the team is finished for the day, it is the job of the onsite manager to take the 
contractors out for dinner*. Before finishing the meal, be sure to set up a time to meet 
in the morning. Again, keep the daily per diem in mind. 

• Rinse and Repeat. 
 
*Remember to always save receipts on purchases used with the company card.    
 
 

 



Post-Event 
• Once the event has finished on the final day, meet with the talent and give them 

feedback. On the same note, be sure to get feedback from them about the event. While 
this is happening, have the contractors begin breaking down the set up and start 
packing the trailer.  

• Log the hours of the generator.  
• Take inventory of any remaining samples before loading them onto the trailer*. Double 

check that everything is properly loaded and strapped down before locking all the doors 
on the trailer.  

• Make sure to clean the footprint prior to leaving the venue and return any rented 
equipment if need be.  

• At this point, contact the driver and coordinate getting the keys back. More times than 
not, they will go in a locked location on the trailer.  

• Set a time to leave for the airport, making sure to arrive an hour prior to boarding. Be 
sure to include any time needed to return the rental car, some rental kiosks are located 
away from the airport.  

• Using the notes taken from the event, complete the feedback form located in the binder 
for the binder review with the admin team.  

• Collect the contractor hours via email and submit to the Experiential Operations 
Manager. The format of this email should include all the hours in one message. 
(Reference the Contractor Commute and Compensation form) 

• Email SJL feedback about the brand ambassadors no later than two days following an 
event.  

• Email the Experiential Marketing team with an overview of the event and anything that 
needs replaced and or replenished.  

 
 *Populate this information on the bin inventory sheet.  

 
 


