
06.15

EVENT
PLANNING





13

ILEAD is a comprehensive program that provides you with the tools to inform, connect and involve your 
neighbors through a series of guides, videos, webinars and workshops. These tools cover topics such as 
how to effectively hold meetings, how to utilize a variety of communication tools and how to engage the 
next generation of leaders. Whether you download a guide, view a video, participate in a webinar or attend a 
workshop, iLead is your one stop shop for online leadership training.

Our City strives to meet the needs of all residents who 
choose to call Orlando home. To do this, I have made it a 
priority for the Neighborhood Relations team to organize, 
support, mentor and guide residents and neighborhood 
organizations in their effort to keep Orlando a great 
place to live, work and play. In 2014, we launched iLead, 
a comprehensive neighborhood-training program that 
informs, connects and involves our neighborhood 
leaders through a series of interactive guides, videos, 
webinars and workshops. I encourage you to use the 
iLead program to build and sustain your successful 
neighborhood organization.

Orlando Mayor Buddy Dyer

WebinarsGuides Videos Workshops

• Board Orientation and 
Operations

• Communication Tools
• Effective Meetings
• Engaging the Next 

Generation of Leaders
• Event Planning

• Ice Breakers
• Leadership Skills
• Neighborhood Grants
• Parliamentary Procedures 

made Simple
• Writing Your 

Neighborhood History

OTHER iLEAD 
GUIDES 

AVAILABLE
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EVENT PLANNING

Neighborhood activities and events are a fun way for neighbors and association 
members to get together, get to know one another, network, fundraiser and 
receive important information. Activities and events help to raise awareness of your 
association and purpose. The activity/event should fit the needs and mission of the 
association. The following are some basic building blocks in planning and executing 
a successful neighborhood activity/event. These steps are not meant to be all-
inclusive, but an outline that your association may tailor to fit your specific needs.

START BY ANSWERING  
THE FOLLOWING:  

 ■ Why does the association want to host an 
activity/event?

 ■ What type of activity/event does the 
association want to host?

 ■ What is the purpose of the activity/event?
 ■ Who are we trying to attract to this activity/

event?
 ■ Does the proposed activity/event fit the 

association or neighborhood needs and 
mission?

 ■ Which association members have the 
knowledge to plan the specific activity/
event?

 ■ What resources does the association have 
to support the activity/event (funding, 
volunteers, etc.)?

 ■ How are you going to define success for this 
activity/event? 

The first step is to figure out what type of activity/event 
your association wants to host. Once that is decided 
you can settle on more specific details like forming a 
committee and recruiting a chair to handle the details 
of the activity/event.

The activity/event chair/volunteers needs to 
determine: 

 ■ Format —food, entertainment, informational, sit 
down, standing only, etc. 

 ■ Name for activity/event
 ■ Date & time
 ■ Location 
 ■ Budget—put together a budget based on the 

event’s needs 
 ■ Speakers or special guests 
 ■ Expected attendance 
 ■ What other events or holidays are scheduled at this 

same time? Will any of these events or holidays 
compete with your event?

THE BASICS
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FORMING A COMMITTEE

Committees are the basic operating tool for 
associations and require the association leadership to 
delegate tasks and responsibilities to the committee 
chair and members. 

From the start of the committee, it is critical that the 
association leadership clearly defines its expectations 
and outcome for the event or activity and provides any 
resources that will help the chair/committee put on a 
successful event.

The committee chair and members need to clearly 
define their roles, tasks and deadlines. To easily 
determine what jobs or roles are needed, start at the 
very beginning of the event and finish at the very end 
with the last task that needs to be done to wrap up the 
event. 

For example, if your association is planning a picnic, 
here are some examples of tasks for committee 
members. 

LOGISTICS – securing the appropriate permits, 
location and equipment needed, such as tables, 
chairs, coolers, grills, extension cords, tents, trash 
containers/bags, etc., handling the set up and clean 
up of the event, and trash pickup during the event if 
appropriate.

SPONSORS – securing funding or inkind food and 
beverage donations and door prizes, including sending 
thank you notes, photos, etc., to all sponsors. 

FOOD – coordination of covered dishes and/or 
purchasing and preparation, drinks, utensils, plates, 
cups, napkins, etc. 

ACTIVITIES & ENTERTAINMENT – planning and 
coordinating any type of entertainment from playing 
CDs, the radio, live music; having activities for children 
and teens – the committee may want to recruit 
teens to help identify and conduct the activities; 
coordinating informational displays by the City of 
Orlando, neighborhood businesses and community 
organizations.  

PROMOTIONS – inviting/publicizing the event well 
in advance so neighbors, City officials, neighborhood 
businesses and other guest are given enough time to 
include the event in their schedules, putting the event 
details on the association’s website, in the newsletter 
and posting it on social media, such as Facebook and 
Twitter, taking pictures at the event for the association 
website, newsletter and social media.  

MEETERS & GREETERS – providing a warm welcome 
to everyone attending the event and managing a sign 
in table - you want to capture the names, addresses, 
phone numbers and emails of all your neighbors 
attending. Assign someone to introduce new neighbors 
to other neighbors - this is a nice touch and will make 
the new neighbors feel welcome.  

The above is meant to be general examples and 
certainly doesn’t include every task needed to make 
your event a success. 

Before moving on, what needs to be emphasized is the 
importance of all the committee members helping to 
clean up after the event. What happens too often after 
the event is over and everyone is tired, that neighbors 
and committee members will go, leaving the clean 
up to a few dedicated committee members. So, when 
making assignments, clearly assign all the members to 
clean up tasks…many hands make the clean up a lot 
easier and faster.

Any successful event or activity needs to be well organized from the start to the finish. The 
event will need a chair and members with specific responsibilities.
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GUESTS 
Alright, you have your committee in place, the 
event has been planned and now the next step is to 
invite your neighbors, association members, City 
officials, such as your City Commissioner and your 
Neighborhood Relations team, and other guests, such 
as neighborhood business leaders or owners, church 
and members from other organizations. You can do 
this through a physical invitation, social media, phone 
calls, email, in the neighborhood newsletter and door-
to-door interactions. Inviting your guests face-to-face 
is the most personable approach.   

Here are a few things to think about:

 ■ Are you expecting guests with disabilities? If yes, 
how could you accommodate them?

 ■ Where will guests park for the event?
 ■ Will you have guests wear nametags? 
 ■ Will you charge for attendance?
 ■ Are you going to give out gifts to speakers or 

attendees? 
 ■ Are attendees allowed to bring guests of their own?

Whichever method you choose for your event 
invitation, make sure to follow up with neighbors to 
get an accurate head count of guests. This is especially 
important if you decide to serve food and beverages at 
your event. Having too much or not enough food can 
become a problem.     

PHYSICAL NEEDS
Next, you must decide what equipment you might 
need for the event. This could include anything from 
tables and chairs to audio/visual equipment. Some 
examples of physical needs for events could include:

Tables, chairs, portable backdrop, lectern, plants, 
podium, trash cans, etc.

 ■ What will your event need?
 ■ How many will you need?
 ■ How will they be arranged?
 ■ Who is monitoring the trash to keep the containers 

from overflowing?

Food & beverages

 ■ Are there any guests with dietary needs? 
 ■ Will you use an outside vendor or neighborhood 

potluck?

Audio/Visual equipment

 ■ What equipment will you need? (Microphones, 
computers, projectors, pointers, etc. 

 ■ Will you need Internet access at the event?
 ■ Will you need someone to help you run the 

equipment during the event?

*Note: If you plan on closing the streets, make sure to 
complete a Block Party Permit at least 14 days prior 
to the event. To get a permit, contact. the Orlando 
Police Department’s Special Operations Division at 
407.246.3661 or go to cityoforlando.net/police.

THE DETAILS PUBLICITY
Depending on your event, you might want to 
publicize and promote it to the public. You can 
do this through posters and flyers, the media, 
advertisements in local newspapers, social 
media, etc. Other things to consider include: 

 ■ Is the event going to be public or private?
 ■ What is the best way to reach your target 

audience? 
 ■ What is the budget for advertising and 

promotion for this event?
 ■ Is this event a fundraiser for the association? 
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ON LOCATION AFTER THE EVENT 

Now that your event is here, it’s time to set up and put 
together all of the final details. Utilize your committee 
and recruit other volunteers to set up and breakdown 
your event. This can be very helpful especially for 
larger events like block parties. Make sure that you 
create a list or timeline of what needs to get done 
before the event so that you and your volunteers can 
refer back to it when setting up. This makes adapting 
to sudden changes before the event easier.  

You should consider the following questions: 

 ■ Will you need to clean up the location before the 
event? After? Both? 

 ■ How complicated is your set up? 
 ■ How much time will you need to reserve to 

completely set up for the event? 
 ■ Is heavy equipment or machinery that needs 

specialized set up involved?

Be sure to assign committee members and other 
volunteers to clean up. Too often after the event 
everyone leaves, with just a few people left to clean up. 

Once your event starts have fun and don’t worry about 
the little things. Your guests do not have a detailed 
list of your event plans and often times don’t notice if 
something doesn’t go the way you wanted.  

After your event, reflect on your success and on what 
went well and what needs improvements for your next 
event. Make sure to keep your notes and contacts so 
that you or someone else can refer back to them for a 
future event. Be sure to send thank you notes to the 
appropriate sponsors, businesses, etc. 

Just one last step to take and it’s a very important step 
– promote the success of the event using the photos 
taken at the next meeting, on the association’s website 
and social media and in the newsletter. Also remember 
to recognize the committee that put together the 
event. Recognize them at the next association meeting, 
on the association web site and social media sites. 
Recognizing and saying thanks to the event volunteers 
goes a long way and is always appreciated. 

Remember to reach out to the City’s Office of 
Communications & Neighborhood Relations for best 
practices, ideas and resources for neighborhood 
events. Call 407.246.2169.



NEIGHBORHOOD NEWS
Events, information and helpful resources to share with your neighborhood 
straight to your inbox! Subscribe at cityoforlando.net/neighborhoodnews

NEIGHBORHOOD RELATIONS FACEBOOK 
Like us at facebook.com/orlandoneighborhoodrelations

NEIGHBORHOOD RELATIONS NEXTDOOR 
Sign up at nextdoor.com to receive important information 
that effects your neighborhood. 

LEARN ABOUT THE CITY OF 
ORLANDO THROUGH OUR 
OTHER SOCIAL CHANNELS: 

facebook/cityoforlando

instagram/thecitybeautiful

twitter/citybeautful

youtube/cityoforlando

flickr/cityoforlando

email@cityoforlando.net

STAY INFORMED, CONNECTED AND INVOLVED

The City of Orlando is the owner of the mark “iLead” in connection with the programs outlined on 
this guide.  The City of Orlando is happy for other local governments to use the materials found 
in this guide as long as 1) credit is given to the City of Orlando if such materials are re-used by 
another local government and 2) no commercial use is made of the materials.

City of Orlando
Communications 

and Neighborhood 
Relations 

407.246.2169
cityoforlando.net/ilead

Best Neighborhood Program

WINNER


