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INTRODUCTION 

Copyright 

2012 © Our United Villages, Some Rights Reserved.   
All parts of this publication may be reproduced, distributed, or transmitted in any form or by any means, 
including photocopying, recording, or other electronic methods, without the prior written permission of the 
publisher.   
 
Our United Villages freely provides this content in support of community-based, volunteer or nonprofit 
organizations whose work provides benefit to community.  Our United Villages invites the community to use 
these online resources for personal, educational and other non-commercial purposes.  By using these 
resources, you accept and agree to abide by these terms.   

How to Use this Tool Packet 

This Community Building Tool Packet is based on Our United Villages’ observations, practices and research 
engaging with Portland communities since 1997. We have respectfully included citations where our practices 
were influenced by the models and materials of others. 
 
We recognize that the ways in which to build community are vast and varied, and recommend that you 
choose an approach in alignment with your neighborhood or community vision. Our Community Legacy Tool 
Packets are designed to be “given away,” so we encourage you to take from them whatever is useful for 
achieving your goals. 
 
Consider contacting us to schedule a free Idea Development Session if you have questions about this Tool 
Packet, or want feedback on how best to implement them into your plan. 
 
If you have suggestions or stories to share for the enhancement of this Tool Packet, please contact us. Your 
feedback will be welcomed and appreciated.  



 

 

About The Community Legacy Program 

When everyone is seen as having value, with a role and purpose in community; when they share ownership for 
what happens within it, a culture of equity can be created. 

The Community Legacy Program of Our United Villages recognizes and promotes that every person can 
make a positive difference for the benefit of all. Our Sharing Ideas events and Legacy Stories provide a 
platform for increasing awareness about how people are actively engaged in strengthening the social fabric 
of their community. We provide free tools and resources to assist people who seek pathways for achieving 
more vibrant, resilient and equitable communities. 
 
Note: In 2002, Our United Villages launched Community Outreach to serve as a free resource for those who 
see value in each other.  In 2013, Community Outreach evolved into the Community Legacy Program of Our 
United Villages.  This tool packet refers to both Community Outreach and the Community Legacy Program. 

 



 

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.  From 2002-2012, 
Community Outreach sponsored events shaped by community interest.  Examples included Community 
Conversations, Workshops, History Storytelling, Sharing Ideas Panels and Special Events.  Since 2013, the 
Community Legacy Program has focused on providing Sharing Ideas venues to community. 

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?  

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

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

 What will happen at your event?  

o Will you have food? 

o What activities will be offered?   

o Will you have community resource tables, displays? Will you have featured speakers, music?  

 Who is the focus of your event?  

o Who is your target audience (children, families, elders)?   

o Are you reaching out to a particular community? 

o Will it be neighborhood specific or open to the community? 

 Where and when will your event take place  

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

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

o 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/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.  
 

Two – Four Months before event 

 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) 

 Brainstorm food and catering 

 



 

One – Two Months before event 

 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) 

 
One – Two Weeks before event 

 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) 

 

Day of Event 

 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 

 

After the 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  
 
A few ways to stretch your budget: 

 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 

 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: 

 How much money the space costs  

 Hours it is available for public use  

 If the location is close to public transit 

 If there is adequate parking 

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

 If there are extra charges for using equipment  

 If you can bring your own food on site or if you must use specific caterers 

 If there is space for child care  

 What the expectations are about cleaning up the site after you use it  

 If you need keys for the venue  

 If you need an alarm code for the venue 

 Contact information for staff from the venue 

 If someone will be on site to answer questions on the day of the event 

 Where the restrooms are 

 If there is a kitchen for food preparation 

 Any special room requirements/restrictions  

 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, we have 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:  

 Include the contact name, email and phone number as 
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 and 
invitations.   

Graphic Design:  

 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 of 
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 and 
diverse.  

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

Readability:   

 Select fonts that are easy to read; not too ornate or stylized. The standard font size that we use is 14 
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 8th 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:  

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

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

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

Sending out Invitations: 

 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.  

 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.  

 

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: 

 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.  

 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 
 

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: 

 Up until your registration deadline or if the event fills up, distribute flyers. Hang them on community 
bulletin boards, deliver them to area organizations/businesses, or post them in coffee shops and 
laundromats. Libraries generally have a community bulletin board area as well.  Depending on the scope 
of your outreach, you may want to consider doing door-to-door canvassing with information about your 
event (see the Survey and Canvassing Tool Packet under Resources on our website).   

 Remember to post the information at your office, on your website, blog, or in a phone message. Make 
sure when people contact you they can find out about your upcoming events.  

 
Strategic Outreach:  

Depending on your event you may want to conduct 
strategic outreach to specific people or groups from 
the community. Phone calls are the best way to 
personally invite someone to an event. Call people 
at least two - three weeks in advance and provide 
them with information about the event. Make sure 
to follow up with an email or mailed letter detailing 
the information. If you are in need of referrals or a 
contact from a specific organization, be prepared to 
send over the information in a general letter or 
email and ask them to distribute it for you. Most 
organizations/businesses are hesitant to give out 
staff and community contact information.  

Professional Services 

Child care:  

At all of our events, we provide child care if 
requested. Depending on the service provider you 
may be able to reserve child care in advance and 
cancel the service if no one needs it for your event. 
Using a state certified agency or organization to 
locate a child care provider transfers the legal 
responsibility to the agency and provider. Make sure to check out the agency and get referrals if it is the first 
time you are using the provider. When you call the agency, have the date, address, and a contact 
name/number for your event ready. Once you find out who will be providing the service, get their cell phone 
number or home phone number so you can contact them on the day of your event, if needed.  
 
We also post flyers for child care provider positions at local nurseries/day care centers. To ensure child safety, 
ask for a “state registration number” from each child care provider. You can then follow up with the state of 
Oregon to ensure that the provider is licensed.  
 

 

 

 



 

Things to consider about providing child care:  

 Age & Number of children: We generally offer childcare for children under the age of nine. We ask that 
the children be potty trained unless the parent is onsite to change the child. At this time, we do not 
provide child care for infants. Depending on the activity, children and youth may be able to participate. 
We have had children as young as eight actively participate in community conversations and workshops.  

 Culturally appropriate care: We try to hire bilingual child care providers when we know that we will have 
non-English speaking parents or children at our events.   

 Activities: If you can, provide the child care provider with toys, books, games, puzzles, or art supplies to 
entertain the children. You can also ask the parents or the provider to bring additional activities.  

 Space: Make sure that the space you have reserved has a separate or dividable area for child care. It is 
important that the room is child proof. Do a quick walk through and put anything harmful out of reach of 
children. Notify the child care provider of any potential hazards in the room. It is nice to have a room that 
is close by to the event so that parents can easily check on their children.  

 Registration: We ask everyone who registers for our events if they need child care. If they do, we ask the 
ages of their children. We ask that parents who request child care let us know at least 72 hours in advance 
if they need to cancel. We have found that it is important to follow up with parents on the phone to ensure 
that they are still bringing their children.  

 Arrival: Have the child care provider arrive a few minutes early so that you can inform him/her about food, 
bathroom, and any logistics about the space. Also, parents will have time to interact with the child care 
provider before the event. Have parents sign their children in so that you know how many kids are 
present.  

 Payment: When using a child care agency, you pay the agency a fee for finding you a provider and pay the 
provider an hourly rate. Some agencies may have a minimum number of hours that the child care provider 
must be paid for. We generally pay our child care providers $10/hr and provide a 20% tip. 
 

Transportation: 

At all of our events, we offer transportation, if requested, with 48 hours notification. Based on budget and 
location of the event, there are different ways to meet this need.  

 Arrange a carpool or rideshare.  If more than one person is coming from the same area, offer to connect 
the two (or more individuals).  Make sure the people are comfortable with this option first. Some people 
may not want to ride alone in a car with someone they do not know.  

 Purchase public transit tickets. If your venue is accessible by public transportation (bus or train) purchase 
tickets in advance of the event and mail them to individuals before the event or distribute them at the 
event. 

 Pick up attendees. If you have access to a car, map a route to pick up attendees. Make sure to allow 
enough time so that everyone can reach the event before it starts.  

 Contact Ride Connection (503.226.0700) for elders or persons with disabilities  

 Hire a taxi. Call a taxi service at least one week in advance to ensure the individual is picked up for the 
event. Be prepared to pay the cab driver when they arrive at the location and have them return when the 
event is over.    
 

 

 

 



 

Interpretation: 

At all of our events, we offer interpretation services to anyone who requests them by the registration 
deadline. The first step is to identify what languages are spoken by the attendees of your events. If you are 
having a panel or presentation style event, you can provide one interpreter per language to simultaneously 
interpret throughout the event. If you are hosting a conversation or workshop, you will need to provide one 
interpreter per person who can summarize conversations and facilitate individual interactions. If more than 
one interpreter is needed consider providing headsets for each individual that needs interpretation that way 
each person can fully participate without distraction. Consider staff or community members that may speak 
one of the languages or you can hire an interpreter through a professional service. Most interpretation 
services run around $40/hr. You can also explore volunteer possibilities.  
 

NW Spanish Interpreting Services  Andalex Language Services  
503.453.7584     503.241.9756 
 
International Language Bank (IRCO) Certified Languages International  
503.234.0068     503.525.9601 
 
Entertainment/Presenters:  

For special events, we sometimes offer inspirational speakers or live music. We have also engaged 
community to provide talent shows including music, spoken word, dance, and visual arts.  Consider local 
talent that you can engage at your events. We generally provide a modest stipend for performers. For large 
events, you may want to have an entertainment coordinator to manage the sound equipment and talent acts.  

Volunteers 

Based on your capacity, you may want to engage volunteers at your event. Volunteers can be used as 
greeters, photographers, facilitators, moderators, and set-up assistants.  Write a brief and specific job 
description based on your needs and distribute. Hands-On Greater Portland is a great resource for posting 
non-profit volunteer opportunities. You can also post volunteer opportunities with Idealist, Craigslist, CNRG, 
and Elders in Action. Some corporations offer volunteer days or incentives to their employees. Schools are a 
great resource for engaging youth volunteers in external service learning projects.  Prior to the event, host a 
volunteer orientation to familiarize volunteers with the goals of the event and their tasks and responsibilities.   
 
See Appendix C for a sample volunteer posting.  

CNRG  
Daily Digest of Non-profit info and resources  
www.cnrg-portland.org 

Craigslist 
Free community classifieds  
http://portland.craigslist.org  

Elders in Action 
Services for Elders including volunteering 
http://www.eldersinaction.org/  

Hands on Greater Portland  
Local volunteer database  
www.handsonportland.org 

Idealist 
Global resource for volunteering 
www.idealist.org 

Serve.Gov 
National volunteer database 
www.serve.gov  

Volunteer Match 
Non-profit volunteer opportunities 
www.volunteermatch.org  

 

http://www.handsonportland.org/
file:///C:/Users/linda/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/LQB810R5/idealist.org
http://portland.craigslist.org/
http://www.cnrg-portland.org/
http://www.eldersinaction.org/
http://www.cnrg-portland.org/
http://portland.craigslist.org/
http://www.eldersinaction.org/
http://www.handsonportland.org/
http://www.idealist.org/
http://www.serve.gov/
http://www.volunteermatch.org/


 

 

Registration 

Based on the amount of space and the style of event, you may want to set a capacity for the number of 
attendees. It is important to have people let you know if they are able to attend your event so that you can 
plan food and professional services accordingly. When people call or email you to register make sure to write 
down their name and the best way to contact them (i.e. phone or email address). Ask them if they need child 
care or interpretation or transportation to and from the event. Once you have reached capacity, start a 
waiting list in case of cancellations.  We also keep a waiting list so that we can contact people about similar 
events in the future or if there are a significant number of people on the waiting list we may offer the same 
event twice. Create a form so that you can keep track of and respond to people in the order they signed up.   

Rental Equipment  

Depending on the nature and location of your event, you may need to rent additional equipment such as 
tents, canopies, chairs, AV equipment, a generator, dishes, decorations or portable toilets. Generally, rental 
orders should be placed at least four weeks prior to your event. Be prepared to place a deposit of 50% at the 
time of your order and to pay the remainder two weeks prior to your event. Most rental companies offer 
delivery and pick-up for a small charge. Check with the company to see if they offer this service where your 
event will take place and whether their time availability works for you. Some companies may offer weekend 
rental deals or a 72-hour period to return the items. 

Food  

We provide food at all of our events. It is important to consider various dietary needs including vegetarian and 
vegan options to respect diversity of religious and cultural practices,  consider what type of meat (if any) that  
you will  offer, set separate tables for different foods and determine what time of day you are serving food 
(i.e. after sundown) depending on the community you are serving. The time of day will determine whether or 
not you will serve a full meal, light meal, or snacks. Be mindful of offering items that are sugar-free for 
diabetics.   
 
Catering:  

Reserve a caterer at least one month in advance, if applicable.  If necessary, visit the restaurant in person to 
sample the food and view the options. Before reserving a caterer determine how much you can spend per 
person on food. Most catering services will provide you with a sample menu based on your budget. Make sure 
to ask:  

 What is included besides the food (i.e. serving utensils, servers, plates, tables) 

 What kind of service the caterer provides (i.e. pick-up, sit down, buffet, delivery)  

 If set-up/clean-up services are included  

 How much the deposit is and if it is refundable  

 What the payment schedule is  

 Where they will prepare the food and how they will keep it warm  

 About any additional needs that the catering company may have  
 
 
 



 

On occasion, we prepare our own food pick up a combination of prepared foods from local markets. 
Determine the menu at least one to two weeks in advance so that you have enough time for shopping and 
preparation. Food Handler’s permits can be obtained online at http://www.orfoodhandlers.com.  Urban 
Spoon (www.urbanspoon.com) and Yelp (www.yelp.com) are great online resources for finding restaurants 
based on cuisine, location, and cost.  
 

Sample Menus 

“Light Meal” Menus $75 
For 20-25 people  
Build your own sandwich station: 
Meats (Salami, Turkey, and Ham) 
Cheese (Jack and Cheddar) 
Pre-sliced rolls  
Green salad and dressing  
Mayo and Mustard 
Kettle Chips 
Cookies 
Lemonade and water 

For 25-30 people  
Roasted butternut squash risotto with and without 
chicken  
Green salad and dressing  
Fruit (oranges/bananas/apples) 
Assorted muffins  
Homemade chocolate chip cookies  
Hot tea, water, lemonade  

 
For 15-20 people  
Spinach salad, cranberries, walnuts, and dressing  
Wraps- Tortillas layered with turkey (make some 
vegetarian), cream cheese, olives, green onions, 
and red peppers (cut into bite size pieces) 
Cookies 
Hot tea, water, juice 

Sample “snack” menu $65  
For 25 people  
Make your own trail mix:  
M&M’s 
Peanuts 
Sunflower Seeds, Pretzel Sticks  
Raisins, Goldfish crackers  
Veggies and Dip: 
Small cups of hummus and ranch dressing  
Fruit (apples, oranges, bananas) 
Cookies  
Juice and water  

 

Donations  

Depending on the nature of your event, you may want to request in-kind donations for supplies, prizes or 
food.   Submit your donation request four to eight weeks in advance.   In your request (email or letter), clearly 
articulate the purpose of your event and the impact on the community. Even if the company doesn’t have a 
history of donating goods or services, it will not hurt your effort to ask. End your request by stating that you 
will follow up with a phone call in a specified amount of time (i.e. five days).  Do not leave it up to the business 
or organization to contact you regarding your request.  This will ensure that you receive a timely response.   
 
See Appendix E for an example of a donation request letter.   

 

http://www.orfoodhandlers.com/
http://www.urbanspoon.com/
http://www.yelp.com/


 

Supplies 

Generate a supply list for the event at least one to two weeks in advance so that you have time to gather 
supplies or shop if you need any additional supplies. Items you may need:  

 Office supplies (Name tags, pens, paper, chart pads, stands, presentation boards)  

 Handouts (Information you will give to the attendees, sign-in sheets, outreach materials) 

 Technical Equipment (Sound equipment, microphone, computer, projector, screen, recording devices, 
interpretation headphones, walkie-talkies, lights)  

 Safety Equipment (First aid kit, fire extinguisher)  

 Contact Information/Money (For space, child care, interpreters, transportation providers, attendees, 
entertainment, caterer)  

 Food (groceries, dishes, serving platters)  

 Tables/Chairs (tents, stage, canopy)  

 Signage (posters, sandwich boards, arrows, banners)  

 Prizes/Take Aways (raffle tickets, gift cards) 
 

For additional supplies that you may need see the packing list in Appendix F.   

Raffle Prizes/Take Aways  

You may want to offer incentives for people to attend your event. This could be a free raffle for gift cards to 
local restaurants or stores. You could request donations for the raffle prizes depending on the nature of your 
event.  The free raffle can also be an opportunity to engage people in an activity to meet other attendees or 
play a game such as “Neighborhood Bingo”.  Free “take aways” such as magnets, pictures, stickers, or plants 
are popular with people, as mementos of the day.  

Reminders  

Send out email reminders or call registered participants the day before the event if it is on a weekday or two 
days before if it is on a weekend. Make sure to include directions to the event with public transit and parking 
options included. Inform participants if you’ll be serving food and if they need to bring anything. Follow up 
with individuals who have requested child care, transportation, or interpretation services to confirm. If 
anyone cancels, contact people on your waiting list (if you have one). Follow up with any service providers 
(Child care, caterers) to confirm and finalize details  

 

DURING THE EVENT 

Setting up the Space  

Make sure to arrive early enough to set-up the room. It generally takes us about 30-45 minutes for two people 
to set up accommodations for 50 people. Make sure to leave adequate space for accessibility between tables 
and chairs. Having a variety of chairs with and without arms is preferable to accommodate everyone.    

 

 

 



 

Layout:  

Determine a layout of the room that works for the event. This may be a theater style, u shaped, classroom 
style, boardroom style, reception, banquet, or circular arrangement. For dialogues and conversations, we 
prefer to have everyone in a circle or at the same table so as to be able to see and hear from all attendees. For 
workshops and presentations, we generally set up the chairs in off-set rows or a semi-circle so that everyone 
can hear and see the front of the room.   
 

 Set-Up  Hints Pros Cons 

 

Theater: 

Seats/chairs in rows 
facing stage or 

speaker  

Flexible, rows can be 
circular, offset rows, 

allow for 24’’between 
rows  

Good for large groups, 
audiences 

No writing or eating surface, 
minimal group interaction  

 

U-Shape 

Conference tables 
in a U with chairs 

outside  

2’ of table space per 
attendee 

Good work space, good 
interaction, ideal for A/V 

presentations 

Not ideal for groups larger than 
25 

 

Classroom” 

Conference Tables 
with chairs facing 

front, writing space 
for each person 

Provide 3 1/2’ between 
rows,  

Ideal for note taking, 
reference 

materials/laptops; 
presenter can see all 

participants, good for 
long sessions  

Minimal interaction between 
participants 

 

Board: 

Rectangular or oval 
table with chairs 
around all sides 

Larger tables make it 
harder for attendees 

to see each other 

Good working 
atmosphere, good for 

discussions and 
meetings 

Not ideal for A/V presentations, 
speakers, or large groups 

 

Signage & Decorations:  

Post signs on doors and in hallways and place sandwich boards outside to direct attendees to the event. For 
some of our events, we place decorations around the room including balloons, inspirational quotes/words, or 
historical photos to inspire attendees. If you have a banner, hang it up in a visible place.  Label food and 
specify facility or public space rules (i.e. dogs on leashes, no smoking, and parking).   
 
Facilities:  

Once arriving into the space, make sure to locate the restrooms, child care area, and kitchen (if applicable) so 
that you can direct guests to the correct locations and coordinate with the service providers. If the front 
entrance is not ADA accessible make sure to provide adequate signage to the ADA entrance.  Make sure to 
locate fire extinguishers, phones, and nearest exits in case of emergency.  

 

 



 

Information Booth/Welcome Table  

If individuals pre-registered for the event or if the space has a limited capacity it is important to have a table 
set-up for people to check in at the entrance. Generally, we try to have name tags pre-written for attendees, 
paper for taking notes, extra pens, and important hand-outs available. Greeting guests when they arrive is 
important for setting the tone for an inclusive and welcoming environment at your event. You can also 
answer questions. If you are hosting a larger event, consider setting up an information booth as a focal point 
for those that attend.  Staff the booth with volunteers that will greet people as they arrive, hand out 
nametags, sign up people for a raffle (if applicable) and set up a First Aid Station.  Have a schedule of events 
handy to direct attendees to the appropriate room and or booths of interest.   
 
See Appendix D for an example of a schedule of activities.   

Recording the Event  

Note Taking:  

Charting group responses on large chart pads provides a visual flow of ideas related to topics in discussion. 
We use a co-facilitation model where one person guides the group through dialogue or process while the 
other person charts feedback. In certain situations, you may want more specific, narrative notes recorded 
along with “captioned” responses. We generally assign someone to take notes on a laptop in a corner of the 
room. You can also audio record the event to transcribe into notes later. Charts and notes are useful for 
creating a review or report back to the attendees.  If small-group breakout sessions are part of the format, 
request that someone at each table take on note-taking responsibilities. 

Photography & Videography:  

We like to document our events visually through photos or video. We use these photos and videos for our 
outreach materials and web site. Take time to explain to the group how you plan to use your photos or video 
and then ask permission. It is always important to offer attendees the option of not having their photo or 
video taken. This can be achieved through permission slips, raising hands, or asking individuals before taking 
each picture. We generally have a “No Photo/Video” form where individuals can opt out of having their 
photos used in our materials. It is important to ask parent’s permission before taking photos or video of their 
children. Make sure to also honor cultural preferences. Protect privacy when using the photos or videos by 
not disclosing anyone’s name without specific permission.  

Audio Recording:  

For storytelling or inspirational talks, recording the stories shared can be a way to engage the community 
after the event. This audio can be broadcast through your web site or made into audio discs. Make sure to 
gain permission from the speakers to record and use their stories. It is   critically important that confidentiality 
is respected as participants provide input, particularly related to “hot topics”. Determine if it is appropriate 
(based on your event) associate names with stories or comments. For example, storytelling events generally 
highlight the name of the storyteller; however, a special forum on human trafficking may only carry forward 
captioned comments, without names attached. 



 

POST EVENT 

Staff Debrief  

It is important to debrief events with the people who assisted with hosting or facilitating them. This allows an 
opportunity to highlight things that worked really well at the event and to discuss challenges that can be 
improved next time. During the debrief, you may discuss if the outreach efforts were successful, if the budget 
met needs and was reasonable, if the service providers were reliable, and overall how everyone feels about 
the event. This is a great time to take notes and listen for constructive feedback. 

Saying Thank You 

 Express your gratitude for the people who helped make your event a success. Hand- written notes are 
personal, meaningful gestures, and much appreciated by recipients. Emails are a more informal way to say 
thanks. In general, it is good to mail out thank you cards within one week of the event. Don’t forget to thank 
volunteers, donors, speakers and service providers.  

Feedback Forms 

A feedback form or survey to the attendees after your event can aid you in future planning efforts. We 
generally email or mail out surveys with a brief thank you note to the attendees after the event. We tend to 
ask three to four open ended questions about the format, venue, benefits, and suggestions about the event. 
The results can be tallied and kept on file to assist you with your next event. We often ask for people to make 
suggestions of types of events that they would like to see in their community as well. This can help determine 
community interest and make planning easier in the future.  
 
See Appendix G for an example of a feedback form.   

Reporting Back  

Following our events, we process notes, write a review of the event, and distribute notes to the attendees. 
This may include links to the handouts that were distributed or links to relevant community resources. We 
also create a more general overview of the event with photos, audio, or video to post on our website. To see 
examples of our reviews visit: www.ouvcommunityoutreach.org.  

http://www.ouvcommunityoutreach.org/


 

APPENDIX A: SAMPLE PRESS RELEASE  
 
 

Contact: Name, Phone #, Email 
 
FOR IMMEDIATE RELEASE 
April 8, 2008 

Improving Race Relations in Portland 
Our United Villages workshop turns ideas into action 

 
Our United Villages (OUV) Community Outreach has hosted six dialogues over the last two months on 
Improving Race Relations in Portland.  Many inspirational ideas have emerged as people talked about the 
current reality and their vision for improving race relations.  On April 26th, OUV Community Outreach will 
bring community members together again at New Columbia Community Education Center for a workshop. 
The workshop is free and open to anyone in Portland.  At the workshop people will select a project that 
resonates with them and work together as a group to create a plan of action.    
 
The goal of the workshop isn’t solely to develop specific ideas, but to create a sense of hope in our 
community. “The greatest outcome of this workshop would be that people engage the idea that racism can 
be undone and take action to effect that change. We’re not here to tell people what to do, we’re here to be a 
community resource,” says Linda Hunter, OUV’s Community Outreach Manager.   
 
Individuals from diverse backgrounds shared their ideas for improving race relations.  Throughout the 
dialogues OUV began to see common threads.   Ideas ranged from youth letter-writing campaigns to just 
saying hello.  Jehan Hasan, a student from Albina Youth Opportunity School (AYOS), believes it’s the small 
things that make a difference. She says, “It would be great for the community, if when people pass each other 
on the street, they could get together instead of looking at each other like they’re crazy.”  
 
Gahlena Easterly agrees and has reservations about the system’s ability to change itself. “If we don’t get it 
together in terms of race relations in this country, things are going to fall apart—they’re falling apart right 
now. You can’t legislate how people feel. I’ve lived long enough to know that we’re dealing with the human 
element. What I’d like to see happen is that people sit down and see each other as individuals. When we get 
to know each other as individuals people sort of lose some of the labels that are placed on them.”  
 
At the dialogues, the pain of Portland’s racist past was discussed.  “Imagine,” says Erickson, “if a group could 
work together to create the multi-racial healing ceremony that was proposed came to be. That would be 
amazing.  We don’t underestimate the power that community members have to create the change that they 
want to see in their community.” 
 
The workshop will be hosted at ________________.  Everyone is welcome.  Food and childcare will be 
provided. The location is wheel chair accessible.  Space is limited.  RSVP required to email or phone # by date.   
 
 

 

 

 

 



 

APPENDIX B:  PORTLAND-BASED MEDIA CONTACTS 
 
Bright Neighbor 
www.brightneighbor.com 
 
CNRG Digest 
http://cnrg-portland.org 
 
Around the Sun (free events website) 
http://aroundthesunblog.com 
 
Coalition for a Livable Future 
http://clfuture.org 
 
Craigslist 
http://portland.craigslist.org/ 
 
El Hispanic News Y Mas 
http://www.elhispanicnews.com/ 
 
Just Out 
http://blogout.justout.com/ 
 
KATU (online calendars) 
http://www.katu.com/communities 
 
KBOO Radio 
http://kboo.fm/ 
 
METRO Calendar 
http://calendar.oregonmetro.gov 
 
Metro Parent 
http://www.metro-parent.com/calendars/ 
 
Neighborhood Notes 
http://www.neighborhoodnotes.com/ 
 
Oregon Public Broadcasting 
http://www.opb.org/community/calendar 

PDX Kids Calendar 
http://www.pdxkidscalendar.com/ 
 
PDX Pipeline 
http://www.pdxpipeline.com/ 
 
Portland Alliance 
http://www.theportlandalliance.org/ 
Portland Community Media 
www.pcmtv.org 
 
Portland Mercury 
http://www.portlandmercury.com/ 
 
Portland Observer 
http://portlandobserver.com/ 
 
Street Roots 
http://www.streetroots.org/ 
 
The Asian Reporter 
http://www.asianreporter.com/ 
 
The Oregonian 
http://www.oregonlive.com/local/ 
 
The Portland Tribune 
http://www.portlandtribune.com 
 
The Q Center 
http://www.pdxqcenter.org/ 
 
The Skanner 
http://www.theskanner.com/ 
 
Willamette Week  
http://portland.wweek.com 

 
 
** Note:  This is not a comprehensive list of Portland-based media contacts.  Research the available resources 
in your area.  Don’t forget to contact your neighborhood association or coalition office to notify them of your 
event.   
 
 
 

http://www.brightneighbor.com/
http://cnrg-portland.org/
http://aroundthesunblog.com/
http://clfuture.org/
http://portland.craigslist.org/
http://www.elhispanicnews.com/
http://blogout.justout.com/
http://www.katu.com/communities
http://kboo.fm/
http://calendar.oregonmetro.gov/
http://www.metro-parent.com/calendars/
http://www.neighborhoodnotes.com/
http://www.opb.org/community/calendar
http://www.pdxkidscalendar.com/
http://www.pdxpipeline.com/
http://www.theportlandalliance.org/
http://www.pcmtv.org/
http://www.portlandmercury.com/
http://portlandobserver.com/
http://www.streetroots.org/
http://www.asianreporter.com/
http://www.oregonlive.com/local/
http://www.portlandtribune.com/
http://www.pdxqcenter.org/
http://www.theskanner.com/
http://portland.wweek.com/


 

 
APPENDIX C: SAMPLE VOLUNTEER POSTING  
 
Volunteer Opportunity: Videographer 
 
Summary: The videographer will work in coordination with Our United Villages’ Communications Assistant 
and the Community Outreach Staff to film and edit a short documentary about a Community Outreach 
Hands-on Workshop.   
 
Project details:  

 Video should be approximately 3-5 minutes and focus on the activities and experiences of workshop 
attendees.   

 Videographer will follow the direction of and work closely with the Communications Assistant.  

 Video should adequately represent participants; include interviews and site footage of activities.  

 Video must be family friendly.  

 Little to no Community Outreach staff on film.  

 Project will be filmed on Saturday, May 9th from 9-3—Volunteer must be available during these times.  
Click here to learn more about the workshop. 

 Project will require filming at 5 different sites—indoor and outdoor.  
 
Requirements:   

 Volunteer must provide his/her own equipment (i.e. camera, editing software, etc.)  

 Must be willing to see the project from start to finish—we expect approximately 10-15 hours, including 
filming.  

 Project should be finished within 2 weeks of filming. 

 Some video recording and editing experience is preferred. Students welcome.   

 Ability to follow direction. 

 Willingness to work with Our United Villages to identify project needs. 

 Ability to produce work that is consistent with the values and vision of Our United Villages as reflected 
in the statement below. 

 Commitment to sustainable practices and community building. 
 
Mission and Values of Our United Villages: 
Our United Villages’ mission is to inspire people to value and discover existing resources to strengthen the 
social and environmental vitality of communities.  Community Outreach envisions neighborhoods that 
recognize and build on the strengths, talents, and resources of each individual to create a healthier more 
vibrant community.  
 
In our work, there is no “client” or “customer”.  There is community.  There are neighbors.  We build from the 
strengths, talents, assets, and resources of the community and the people that live within it.  We believe that 
everyone has something positive to contribute to their community.  We extend invitations inclusively and 
strive for participation that reflects the diversity of community.  We provide support, capacity, and link people 
to one another and resources in the community that help them turn their community-building ideas into 
action.  The ownership of any outcomes resulting from project ideas belongs to the individuals or groups who 
have the idea and turn it into action.  Our work is guided by the interests of the community.   
 

http://www.ourunitedvillages.org/foodsharing.html


 

To apply: Contact Name, Position, to learn more about this opportunity. Phone: ________ | email: ______ | 
address 
 
APPENDIX D: SCHEDULE OF EVENTS (changed from registration template) 

 

 
Intercultural Gathering Schedule of Events 

 
 

 
 
 
 
 
 
 
 
 



 

 
 

 
APPENDIX E: SAMPLE DONATION REQUEST LETTER 
 
 
 
Letterhead  
 
Date 
 
Business Name 
Address 
 
 
Dear _______________,   
 
I’m writing on behalf of __________, a local non-profit community building organization. Our United Villages 
inspires people to value and discover existing resources to strengthen the social and environmental vitality of 
communities. Community Outreach envisions neighborhoods that recognize and build on the strengths, 
talents, and resources of each individual to create a healthier, more vibrant community. You may be more 
familiar with our project, The ReBuilding Center.  
 
This August, Community Outreach of Our United Villages is hosting an Intercultural Community Gathering. 
This is will be an opportunity for people to celebrate and learn about the richness of cultural diversity 
throughout Portland. Features of the day will include interactive, culturally-specific villages, music from 
around the world, community lunch, and opportunities for sharing one’s own culture in small groups.  
 
This free event will be open to anyone in the Portland Metro area. We are providing park usage, dialogue 
facilitation and food to participants.  At the Intercultural Community Gathering, people will have the 
opportunity to meet their neighbors and build positive relationships cross-culturally.  
We are expecting between 250-500 people.  
 
Given our limited budget, we are reaching out to local businesses that might be able to donate items for this 
event. We are specifically hoping to provide __________to the attendees. Your ____________ look delicious! 
Any donation amount would be greatly appreciated.  
 
We are very hopeful that you would be willing to work with us and see the value in this event. You are also 
invited to join us for this vibrant event on August 15, 2009 at Overlook Park from 11:00am-5:00pm. For more 
information, visit: www.ourunitedvillages.org.   
 
We appreciate your consideration.  I will follow up with a phone call in the next few days to discuss our 
request in more detail.     
 
Sincerely,  
 
 
Name 

http://www.ourunitedvillages.org/


 

Title  
Organization  
 

 
APPENDIX F: PACKING LIST  
 
 RSVP sheet with #’s 
 Sharpies  
 Sandwich board 
 Extra Signs  
 Tape 
 Scissors, rope  
 Sign-in sheets  
 Clip boards 
 Pens 
 Note paper 
 Name tags (#_____) 
 Handouts (from presenter)  
 Brochures (#____) 
 Business Cards (#____) 
 Flyers of upcoming events (#___) 
 Banner 
 Poster books 
 Chart stand  
 Markers 
 Display board 
 Post-it paper  
 Written evaluation (#_____) 
 Contact information for location  
 Camera 
 First Aid Kit  
 Chairs/Tables  
 Crayons/paper (for Child Care) 
 Toys (for Child Care) 
 Food/Beverages 
 Cups 
 Silverware 
 Napkins 
 Paper towels 
 Plates  
 Serving utensils 
 Serving platters 
 Plastic Gloves 
 Table Cloth   
 Permits 
 Other ______________________________ 
 Other ______________________________ 
 



 

 
 
 
 
APPENDIX G: FEEDBACK FORM  
 
This workshop was (please circle one): 
 

Very organized  Somewhat organized  Neutral Somewhat disorganized  Very disorganized  

 
The workshop themes and ideas were (please circle one): 
 

Relevant to my 
interests 

Somewhat relevant to 
my interests 

Neutral Not very relevant to my 
interests  

Not relevant to my 
interests  

 
Working in groups was (please circle one): 
 

Productive  Somewhat productive Neutral Not very productive Not productive 

 
Additional Comments: ______________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
Name (optional): ___________________________________________________________________________                                  

 
1.  We strive to make our events open and welcoming to everyone in order to reflect the diversity of our 
community.  What advice do you have for us to make this event more inclusive? 
 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
 
2.  We want to know how we are reaching people.  How did you hear about this event? 
 
__________________________________________________________________________________________ 
____________________________________________________________________________________________
________________________________________________________________________________________ 
 
3.  It is our intent that our activities are of the greatest benefit to community.  What topics or themes would 
you like to see Community Outreach address in future conversations, workshops, or social gatherings? 
 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 


