EVENT LOGISTICS

Planning a Community Event
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Community Outreach

STRENGTHENING THE VITALITY OF COMMUNITIES

INTRODUCTION

Purpose of this Tool Packet

The Event Logistics Tool Packet is intended to provide information, tools and strategies for planning and
orchestrating a community event. This Packet is like a tool chest, take from it whatever works best for
achieving your own neighborhood or community goals. For additional topics that may be helpful in
planning and coordinating your community event, see our other Community Building Tool Packets at
www.ouvcommunityoutreach.org.

OUV Philosophy

Community Outreach envisions neighborhoods that recognize and build on the existing strengths, talents
and resources of each individual to strengthen the social vitality of communities. We encourage people to
get to know one another, identify their common interests and work together to create positive change in
their own community. Itis our belief that everyone has something positive to contribute and that that the
resources needed to create a healthier, more vibrant community already exist.


http://www.ouvcommunityoutreach.org/

COMMUNITY EVENTS

Purpose

Community events can serve a variety of purposes but, specifically, they bring people together through a
shared or common interest and provide a venue for building meaningful relationships. Community
Outreach sponsors events shaped by community interest. Examples include Community Conversations,
Workshops, History Storytelling, Sharing Ideas Panels and Special Events such as inspirational speakers and
intercultural gatherings.

Establish a Planning Team

Establish a planning committee or core group of people that will shape your vision into an event. Identify
individuals, businesses, organizations, and others who have a shared interest in the type of event you're
planning. Involve enough people to so that tasks can be divided into manageable proportions to achieve
positive outcomes. Strive for diverse representation within the core group.

Research

Research models and examples of events similar to your own; this may help to avoid potential pitfalls and
inspire new thinking.  Contact organizations, local or in other cities, and ask for their input. When
Community Outreach sponsored an Intercultural Gathering, we met with the Salem Multicultural Institute to
find out more information about their World Beat Festival. Similarly, we also met with The World Affairs
Council: Global and Multicultural Resource Center about ideas for the layout and engaging their network of
cultural organizations.

Vision
Clearly define the purpose and desired outcome of your community event. Why do you want to hold it?

What outcome would you like to achieve? Is it a short term or long term vision? Identifying a vision will
help make the best use of your resources. Questions to consider for planning:

What resources do you have available to you?

0 Do you have a budget or do you need to raise funds and/or request donations?

0 Do you have access to any of the resources in the community? Can you identify community partners
or other people who share your interest?

9 What will happen at your event?

0 Will you have food?

0 What activities will be offered?

0  Will you have community resource tables, displays? Will you have featured speakers, music?
1 Whois the focus of your event?

0 Whoisyour target audience (children, families, elders)?

0 Areyou reaching out to a particular community?

0 Will it be neighborhood specific or open to the community?
1 Where and when will your event take place

0 What day of the week would be best for your event?

0 What time of day would be most appropriate and how long should it be?

0 Are there any major occasions, holidays or external events that may coincide with your event?


http://ouvcommunityoutreach.org/events/community-conversations/
http://ouvcommunityoutreach.org/events/workshops/
http://ouvcommunityoutreach.org/events/history-storytelling/
http://ouvcommunityoutreach.org/events/sharing-ideas-panels/
http://ouvcommunityoutreach.org/events/special-events/grassroots-participation-in-designing-community/369/

Develop a work plan

Create a work plan t that includes a timelines and division of tasks for accomplishing your goals. In general,
keep work plans simple by addressing who, what, where and when. Post or distribute the timeline to
everyone involved in coordinating the event to track and meet deadlines of their assigned responsibilities.

Done? Goal #1 Notes Who Due Date
Task #1
Task #2
Task #3
Task #4
Done? Goal #2 Notes Who Due Date
Task #1
Task #2
Task #3
Task #4

Done? Goal #3 Notes Who Due Date
Task #1
Task #2
Task #3
Task #4

Done? Goal #4 Notes Who Due Date
Task #1
Task #2
Task #3
Task #4

Event Timeline

An event timeline is a useful tool for tracking event tasks. Events vary in size, type and scope but they all
take time, planning and organization. Developing a timeline that works for you will help to ensure that you
meet all of the goals for your event.

p>

Identify the purpose of your community event. Involve the community, listen and understand what
the community envisions for their neighborhood or community

Establish a planning committee or team

Identify your target audience

Select a date and time for your event

Determine a budget

Decide on what your event will include (i.e. community tables, entertainment, speakers)
Conduct site visits and/or assessments and book a venue

Determine if any permits are needed

Draw up a site plan and identify any equipment needs (if applicable)

Develop a publicity/promotion strategy (newspapers, online calendars, etc.)

Design outreach materials and publicity (flyers, invitations, press releases, calendar announcements)
Conduct strategic outreach (volunteers, speakers, partners, music, entertainment)
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Brainstorm food and catering
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Print and send out invitations

Submit press releases and calendar announcements

Print and distribute flyers/posters

Update website with event information and details (if applicable)

Book rental equipment (tables, chairs)

Coordinate professional services (transportation, childcare, interpretation, photography)
Request donations of food, supplies and other materials

Complete strategic outreach and confirm volunteers, speakers, entertainment and other participating
community partners

Develop the event program and agenda
Develop risk and weather contingency plans (if applicable)
Update your website and other social media outlets (if applicable)

Re-send an updated press release
Call or send a reminder email to all those who have submitted an RSVP

Call or send a reminder email to all volunteers, speakers, entertainment and other participating
community partners

Arrange a volunteer training/meeting (if applicable)

Collect all necessary materials and equipment and arrange for their transport to event site
Make event signs (directions for restrooms, food, first aid)

Print event program and agenda

Develop and print forms and other documentation (sign in sheets, photograph release, feedback forms,
vendor contacts and numbers)

Arrive early to set up your event
Document the activities at your event (charting, photos, video, audio recording)
Smile, welcome the participants and enjoy your event

Debrief with your volunteers and planning committee

Write and send out thank you notes

Review feedback forms (if applicable)

Report back to participants

Update your website and other social media outlets (if applicable)



LOGISTICS

Date and Time

Once you have determined what kind of event you will be planning, selecting a date is the next step.
Tuesday and Thursdays, 6 PM — 8 PM are generally when we host our evening events to accommodate the
greatest number of people. To encourage participation of elders, consider hosting a daytime event on a
Saturday. For culturally specific events, make sure to check in with the group to determine religious or
cultural practices that may dictate a specific time (i.e. before or after sundown). Research potential conflicts
with your event by searching community and city calendars for previously scheduled events. For example, it
is wise to search school, city and online calendars; street fairs; festivals or religious holidays depending on
your target audience. Remember there is never one day that works for everyone.

Determine the length of time for your event. For presentation style workshops and conversations, we allot
two to two and a half hours. For special events or interactive workshops, allot three to four hours. Based on
the amount and type of food you'll be serving you may want to adjust the time to coincide with a meal.

Budget

Determine the amount of money you have to spend on your event. Depending on the nature of your event,
you may want to limit the number of attendees based on your budget. Cost factors may include:

Room rental

Equipment rental

Supplies

Food/Catering

Childcare Provider

Printing Invitations, Flyers and/or Promotion
Interpreters

Transportation

Raffle prizes/Take Aways

Entertainment
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A few ways to stretch your budget:
1 Encourage people to bring their own food or have a potluck at the event
Have all participants bring their own supplies and equipment
Borrow tents, tables, and chairs from local businesses or schools
Buy re-used paper & craft supplies from SCRAP or thrift stores

Request donations from local business for food or raffle prizes
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Print invitations and postcards “in-house”



Location

Reserve a space at least two - four months in advance. Ensure that the space is ADA accessible (ADA
Standards, http://www.access-board.gov) and is appropriate for the type of event that you are hosting. If
you can, schedule a site visit and take photos of the location before reserving the space. Before you reserve
the space find out:

1 How much money the space costs

9 Hoursitis available for public use

9 If the location is close to public transit

1 Ifthereis adequate parking

1 What supplies the venue contains (chairs/tables/AV equipment)

9 If there are extra charges for using equipment

1 If you can bring your own food on site or if you must use specific caterers
1 Ifthereis space for child care

1 What the expectations are about cleaning up the site after you use it
1 If you need keys for the venue

1 If you need an alarm code for the venue

1 Contact information for staff from the venue

1 If someone will be on site to answer questions on the day of the event
' Where the restrooms are

1 Ifthereis a kitchen for food preparation

1 Any special room requirements/restrictions

1 Does the venue require you to submit insurance liability coverage

After you reserve the space, be sure to keep track of deadlines for fees (if necessary). Some locations may
require a deposit or cleaning fee by a certain date. Many locations offer non-profit discounts so make sure to
ask if your organization or group qualifies.

Permits

Determine if permits are needed for you event. You will typically need permits if your event takes place at a
public park, on a street or if it involves serving food to the public. Types of permits may include park or
event rental, insurance liability coverage, food handler, Fire Department, Police Precincts, Oregon Liquor
Control Commission, sales permits, neighborhood association sign-off, sanitation & recycling permits, tents
or stake permits, entertainment permits such as noise variances or fireworks display, or street and sidewalk
closures. Most of these permits can found through the City of Portland Parks and Recreation: Special Events
Program or Office of Neighborhood Involvement. Visit www.portlandonline.com for more information.

If your event is taking place in a public space such as a park or garden, notify and invite neighbors close in
proximity to the event. In the past, Community Outreach has hand-delivered a brief letter to the neighbors
notifying them of our event and inviting them to attend.


http://www.access-board.gov/
http://www.portlandonline.com/

Invitations

Now that you've settled on a date, time, and location you can design your invitations. Decide how you want
to promote your event. Depending on the scope of your outreach you may want to create flyers to hang in
public places. Additionally, small postcards are handy for random distribution and for people to pick up and
take away. In addition, you may develop an email invitation to distribute to an email database of people.

Things to consider when designing an invitation:

Information:

T

T

Include the contact name, email and phone number
well as the registration deadline.

For workshops or events that have a
presenter/speaker include a brief biography of the
person on the invitation.

Edit flyers before printing. Be mindful of spacing and
layout. Do not leave words hanging off the end of
sentences and do not solely rely on spell check;
reading through your work is the best way to catch
errors. You can also ask someone to edit your flyers
invitations.

Graphic Design:

T

T

Bright colorful flyers grab people’s attention (use a
color printer or print B/W on colored paper)

Photos/clip art can enhance an invitation (Google
images is a great resource)

Obtain permission before using photographic images
people on your flyer and credit photographers.
Permission should be granted by anyone in the
photo, and the photographer who took the photo.

Focus on reflecting graphic images that are inclusive
diverse.

Using an original or unique piece of artwork can
attract more attention to your flyer

Readability:

1 Select fonts that are easy to read; not too ornate or stylized. The standard font size that we use is 14

T

T

Food
S—= Charing
Workshop

Saturday, May 215t
9:00aM - 3:00pM

Brentwood Darlington
Community Center
7211 SE 62nd Avenue
Portland, OR 97206

Community

History X
Storytelling:
ITl’ort and

Saturday, April 16
12:00pm - 2:30pm
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points as suggested by the ADA. If printing material in color be sure to choose color combinations that

make the content easy to read.

Review the readability grade level (in Microsoft Word). We generally use an 8" grade level to ensure

comprehension by the majority of readers.

Translate the flyer into the spoken languages of the community you are trying to reach. We translate our
materials into Spanish. Simple English flyers with very concise information and graphics can be used to

accommodate lower literacy levels.



Printing:

1 Office supply stores and mailing centers offer the best rates for color copies and a quick turnaround
(Documart, FedEx Office)

1 We generally print between 25-50 flyers in English and Spanish for events with a capacity of 50 people or
less.

1 You can also size your invitations and flyers to fit on a half or quarter sheet.

Sending out Invitations:

1 Mail invitations two and a half weeks before the registration deadline for your event. If you require a
written response, it is best to include a self-addressed stamped envelope or postcard with your mailing.

1 E-mail invitations two weeks before the registration deadline for your event. If you attach the invitation
to email be sure to include important information in the body of the email. Some people are hesitant
to open attachments. If you send the invitation to a large body of email addresses, blind copy (BCC) the
emails so that the contact information is protected. Always include an “opt out” message so people can
let you know if they do not want to receive information from you in the future.

TOOLS FOR COMMUNITY BUILDING WORKSHOP

Learn how to swap and share with
your neighbors!

Find out about local events and community

\
resources! Mat 19':‘63 o
Discover transportation and ride 6'.Q0?m
sharing options!
W COIUInb1 a

Bright Neighbor 1s an online social networking site dedicated to 4625 r

helping communities thrive through collaboration, co-learning and Tentop St
cooperation. In this workshop, founder Randy White will teach you Orﬂand, OR )
how to use Bright Neighbor to connect with your neighbors, create 97203

lending lists, swap with “trusted” users, post events and much more!

Hosted by Community Outreach of Our United Villages, a local non-profit organization.
Register by March 16th to info@ourunitedvillages.org or 503.546.7499.

Free and open to all. Light meal provided. Childcare, transportation, and intepretation available upon request.
www.ourunitedvillages.org



http://or.documart.com/store/storeForm.aspx?id=246&ofid=1119
http://www.fedex.com/office

Getting the Word Out

Promoting your event is a critical component to a putting on a successful community event. When
developing a timeline or delegating duties and responsibilities, it is important to put as much energy into
promotion as you would into coordinating the details of your event.

Press releases or calendar announcements are a great, free way to let local newspapers and media sources
know about your upcoming events. Check with your local newspaper or media sources to find out when
their submission deadline is. Online announcements should be posted one to two weeks prior to the
registration deadline. However, be aware that some online media sources may require more time to post
your event. Furthermore, consider your audience when deciding how to promote your event. Research the
different media sources in your area (neighborhood association newsletters, online calendars, local
newspapers and websites) and depending on the scope of your event, select a wide variety so that you
reach your desired audience.

The purpose of a press release is to inform people about your upcoming event, not to sell them something.
Check with your local newspaper or media sources to determine the appropriate format for sending a press
release. Some general guidelines are:

1 Tell a story by starting with a strong opening headline to grab the reader’s attention

Answer who, what, where, when, and why in the body of the story.

Remember that not everything is news. Try to focus on the aspects of your story that set you apart.
Keep things concise. Multiple paragraphs are okay.

Follow the formatting of a standard press release.
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Don't forget to include your contact information at the bottom of the press release.

Things to include in a calendar announcement:

Title of your event

Date and Time

Where (including full address with zip code)

Short description of the event (100 words or less)
Registration information

Cost

Contact information about the hosting organization

= =4 =4 -4 48 -8 -9

Calendar announcements can be sent to newspapers, public television stations, neighborhood newsletters
and associations, non-profit organizations who have community calendars, and online information sources
such as craigslist or listservs. Resources such as Facebook, Bright Neighbor, Blogs, or Twitter may also be
avenues for getting the word out. Keep in mind that some media outlets may require specific formatting for
announcements. Public Service Announcements (PSA) can be sent to radio stations. PSA’s contain the same
information as a calendar announcement and are read on-air, usually in thirty seconds or less.

See Appendix A for a sample press release and Appendix B for a list of Portland-based media
contacts.



Distribution of flyers/posters:
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