
Working 
with your 

Parnerships for 
Parks Outreach 

Coordinator (O.C.) 
is the best way 
to make sure 

your event runs 
smoothly!

SAMPLE TIMELINE Planning a Community Visioning Event

1 WEEK 
BEFORE

2 WEEKS
BEFORE

3 WEEKS
BEFORE

1 MONTH
BEFORE 

1-1/2 MONTHS
BEFORE

2-1/2  TO 2 
MONTHS
BEFORE

3 MONTHS
BEFLORE

2 WEEKS - 
3 MONTHS AFTER

Decide on budget 
+ supplies needed.

Apply for Special 
Events permit if 
event is in the 

park.

Discuss event, 
review findings, and 

share your results 
with Parks and the 

community.

Check in again 
with your O.C. 
and the Park 

Manager.

Reach out 
to potential 
translators.

Do an event 
run-through to 

work out potential 
problems.

Decide on 
outreach + press/
public relations 

plan.

Confirm event 
with Park Mgr. + 

Borough.

Send “Save 
the Date” 

announcement to 
local groups.

Purchase tool 
supplies if needed.

Confirm translator 
and discuss 

details of their 
responsibilities.

Discuss who in the 
community
to invite.

Confirm goals + 
tools you’ll use.

Send outreach 
materials to 

printer. 

Draft press release 
and outreach 

materials (flyers/
posters).

If needed, apply for 
sound permit once 
special event permit 

is approved.

Identify community 
partners to help 
with the event.

Confirm event 
location, date + 

time.

Start to organize 
event materials. 

Start fundraising 
plan. 

If needed, request 
supplies from 

your O.C.

Send press release 
to newspapers + 

blogs.

Buy final supplies 
such as water and 

snacks.

Begin handing 
out + hanging 

Flyers. Continue as 
needed until event.

Post to social 
networking sites 
to remind people 

about event.  

HOST EVENT!

This is a sample timeline. Depending on group size, budget, number of tools used, and community, 
the timeline may vary.   

ALMOST THERE

PREPAREOUTREACHORGANIZE        PLAN

DEBRIEF

A JOINT PROJECT OF +

PREPARE
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