(CITY NAME)
SPECIAL EVENTS PROTOCOL
Purpose: 
Your office will receive requests from different Community Based Organizations (CBO’S) to participate in local community events.  Many events are held in different council districts throughout the city.  If you know of upcoming community events, contact the people in charge and ask if you can distribute program information.  You want to ensure you educate the community about the services you provide.  The following guidelines are to show what steps are taken in order to have a successful event.

When your office is notified about an upcoming event:

1. Check the calendar of events.  If it is on an open date then you are free to add that event on the calendar.

2. Obtain all information for the day of that event and enter it in the computer.

3. Make contact with the person requesting your program to be at their event at least one week prior to the scheduled date to see if all details of the event are covered.  Example:  Parking pass, tables and chairs provided, time to set-up, etc.

4. On the day of the event, staff who are assigned to be there need to bring the program brochures.  If you have giveaways you can bring them also.  Bring at least 25 graffiti kits (or more if it is a really large event).  Bring the following forms:  Service Agreement forms and the solvent MSDS sheets.  A table, two chairs, and a tablecloth may be needed.

5. Once at the event and everything is set up, staff will discuss who will take the lead when a potential volunteer comes to your table.  Always smile and keep in tune to them as they walk past or up to your table.  The day goes by smoothly when the staff is involved with each potential volunteer.  Don’t give the impression that you are here because you have to be.

