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Introduction 

Planning a neighborhood event takes time and coordination, but it can be a rewarding and enjoyable 

experience for everyone involved. This toolkit is designed to guide you through the process, offering 

step-by-step support from early planning stages to event day. Whether you're meeting with neighbors, 

coordinating logistics, or working with City departments, you'll find helpful information to make planning 

smoother and more successful.  

Think of this toolkit as a helpful starting point — not a set of strict rules, but a collection of practical tips 

and ideas. Use it to guide your planning, stay organized, and adapt strategies to fit your neighborhood’s 

unique needs. 
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Host a Neighborhood-wide meeting 

Start by gathering your neighbors to talk about the idea of hosting an event. This meeting is a great 

chance to build enthusiasm, hear new ideas, receive feedback, and get more people involved. It 

doesn’t have to be formal—just a friendly way to connect, share thoughts, and begin planning together. 

Pick a Date and Time 

Choose a date and time that works well for as many neighbors as possible. Think about holidays and 

existing events that already bring people together. While it’s unlikely you’ll find a time that works for 

everyone, aim for what works best for most. It’s also a good idea to set a backup date in case of bad 

weather. 

Choose a Location 

Events can take place in a variety of locations, but it is important to select a central location where 

neighbors can easily walk or ride their bikes to. Possible locations include closing a residential street, 

hosting in someone's yard, reserving a park, or securing a community building. Each option has 

different requirements:  

If your group envisions closing a street or redirecting traffic for your event, it is important to note that a 

Parade & Public Assembly Permit is required. This permit is to ensure that the event complies with all 

relevant regulations and guidelines and ensures that all legal and safety considerations are met. You 

can apply for the Parade & Public Assembly Permit at www.icgov.org/permits. There is no fee for this 

permit.  

Alternatively, you can host an event in a city park, in which case you must make reservations with the 

Parks and Recreation Department (379-356-5700).  

If you host the event on private property, such as in neighbor's yards or garages, or at a local church or 

community building, you do not need a permit but must obtain permission from the property owners.  

  

http://www.icgov.org/permits


Updated: May 2025 

Page 4 of 9 

 

Start the Planning Process 

Once your neighbors are on board, start outlining what needs to be done and who can help. Form 

subcommittees to divide up tasks and keep things manageable—no one should end up doing it all. 

Plan for Food and Drinks 

Food always brings people together, so it’s worth giving it some thought — but don’t worry, it doesn’t 

have to be complicated or expensive. Just try to make sure there’s enough for everyone, and keep in 

mind any dietary needs or preferences your neighbors might have. 

Here are a few simple ways to handle food for your event. Pick whatever fits your neighborhood’s style 

and budget: 

• Barbecue: The neighborhood association buys the food and drinks — think burgers, hot dogs, 

veggie skewers, and other easy-to-grill favorites. It’s a fun, classic option. 

• Potluck: Everyone brings a dish to share. It keeps costs low and you’ll end up with a great 

variety of food. 

• Catering or Food Truck: Want to keep it easy? Hire a local spot or food truck to handle it all. 

Less work for you, and everyone still eats well! To determine the amount of food needed, 

neighbors should RSVP prior to the event. 

Plan Fun Activities for Everyone 

A great neighborhood event has something for everyone — from the tiniest toddlers to our older 

neighbors. The more variety you have, the more fun folks will have hanging out together. 

For younger kids, set up a play zone with sidewalk chalk, bubbles, hula hoops, and other easy games. 

If you want to go the extra mile, bring in a magician, clown, balloon artist, or face painter — little kids 

love that stuff, and it gives parents a chance to relax and chat. 

Older kids and teens love a bit of friendly competition. Try organizing some yard games or team sports 

like kickball, tug-of-war, or basketball. Toss in a few prizes for the winners to keep things exciting. 

For the grown-ups and seniors, think about booking a local band or solo musician. Live music sets a 

great vibe and gets people mingling (or dancing, if the mood’s right!). Just make sure there’s plenty of 

seating around so everyone can enjoy it comfortably. 
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Secure Party Supplies 

Gathering the right supplies doesn’t have to feel overwhelming. You can work with your neighbors to 

share the responsibility — ask around to see who might be willing to bring certain items, and consider 

renting larger equipment from a vendor like Aero Rental if needed. 

To help ensure guests are comfortable, be sure to have tables and chairs for eating and socializing. 

Canopy tents are also a good idea to offer shade and help define the main gathering space. Don’t 

forget to add a festive touch with decorations like balloons and bright signs to create a welcoming, 

cheerful atmosphere. 

Request Donations 

Create a list of supplies, food, and other items needed for your event, along with estimated costs. 

Reach out to local businesses to ask if they’re willing to donate goods or funds. Many are happy to 

support neighborhood events that bring the community together. 
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Promotion and Outreach 

Once the basics are in place, it’s time to spread the word. Promoting your event builds momentum, 

encourages participation, and creates shared excitement in the neighborhood 

Get The Word Out 

Promotion is just as important as planning. Effective outreach builds excitement, encourages turnout, 

and shows neighbors their presence matters. Clear, consistent messaging helps people feel informed 

and welcomed. 

Start with the Essentials 

Make sure all messaging includes the essentials. Be clear about the date, time, and location, and let 

neighbors know if they should bring anything, such as lawn chairs, food to share, or yard games. 

Highlight any special activities like music, games, or a raffle so attendees know what to expect. 

Printed Materials 

Flyers and posters with eye-catching visuals can be posted in high-traffic areas like libraries, coffee 

shops, community centers, and local businesses. These are especially helpful for reaching neighbors 

who aren’t active online. You might also consider mailing printed invitations. 

Digital Promotion 

For broader reach, pair printed materials with digital promotion. A Facebook event page allows you to 

share updates, gather RSVPs, and makes it easy for others to spread the word. Consider drafting a few 

versions of captions, including teaser messages, countdowns, or day-of highlights. 

Encourage Community Promotion 

Don’t hesitate to ask others to help spread the word. Invite local businesses to display flyers and reach 

out to faith organizations that may be willing to include announcements in their bulletins or make verbal 

mentions during services.  

Traditional Media 

If your event is open to the broader community, reach out to local radio or television stations, or 

newspapers to request a short interview or event feature. This will help you connect with a wider 

audience and add credibility to your event. 
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Recruit Volunteers 

A successful event doesn’t happen without helping hands. Invite neighbors to pitch in and take on small 

roles — it’s a great way to get more people involved and make the day run smoothly without putting too 

much on any one person. Encourage folks to sign up ahead of time so you have a clear picture of 

who’s available and what they’re up for. 

Volunteer Roles 

Here are a few helpful roles to consider as you organize your crew 

Set Up Team 

This group arrives early to prepare the event space. They’ll mark off areas for activities, post signage, 

and set up tables for food and other stations — making sure everything is ready to go before guests 

arrive. 

Greeters 

Greeters welcome neighbors as they arrive and help answer any questions. It’s a simple role that 

makes a big difference in helping guests feel at home. 

Photo Team 

Ask a few volunteers to document the day by taking candid shots of the crowd, fun moments, and any 

special highlights. These photos can be shared in newsletters, social media, or with the neighborhood 

association. 

Refreshment Attendants 

These volunteers are responsible for manning the food and beverage station, keeping it clean and 

organized, and replenishing supplies as needed. 

Clean-Up Team 

After the event, this team helps return the space to how it was before. They’ll take down signs and 

decorations, gather trash, and do a final sweep to make sure nothing’s left behind. 
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Helpful Tips 

Planning a neighborhood event takes many moving parts, but these handy tips will help you stay on 

track and enjoy the process. Keep them in mind as you organize to create a fun and successful 

gathering. 

Plan with Confidence 

These practical tips will help ensure everything goes smoothly and your event is memorable for all the 

right reasons. 

Charge Devices Beforehand 

Ensure all electronics like laptops, microphones, and speakers are fully powered so things don't die 

mid-event.  

Communicate Volunteer Duties  

Email volunteers their assigned tasks and expected arrival time several days before so everyone is 

prepared.  

Create Set-Up Diagrams  

Map out detailed diagrams marking key areas like the kid's activities, food station, and seating zones so 

the set-up crew arranges everything properly.  

Remind Folks What to Bring  

In your event communication, suggest guests bring any needed items such as lawn chairs, yard games, 

or food.  

Consider Accessibility  

Ensure that your event prioritizes accommodations and accessibility for individuals with disabilities.  

Event Wrap Up  

Share photos showcasing your successful event on social media, your website, newsletter, and with 

local media. Complement these visuals with testimonials from excited guests and organizers. 
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Timeline for Planning a Block Party 

8-Weeks Before 

• Host a neighborhood meeting to introduce the event and encourage participation. 

• Assign sub-committee roles to distribute workload. 

• Pick an event date and time for the event. 

• Tentatively schedule a rain date as a weather contingency plan. 

• Determine the location where the event will be hosted. 

6-Weeks Before 

• Apply for any needed permits and permissions for the event. 

• Create an online signup form to recruit neighborhood volunteers. 

• Determine food and refreshment needs. 

• Submit reservations for equipment rentals. 

4-Weeks Before 

• Begin soliciting donations of funds, supplies, and food from businesses and neighbors. 

• Begin promoting event details across all platforms, including social media and email lists. 

• Post event details on online community calendars to promote broadly. 

• Distribute printed flyers around the neighborhood. 

• Plan engaging, inclusive, and fun activities and entertainment for all ages. 

2-Weeks Before 

• Finalize food and refreshment options for the event. 

• Create a day-of workplan with seamless phases from set-up to tear-down. 

• Verify waste removal plan details with City waste management staff. 

• Check existing supplies to identify any gaps and ask others for needed items.  

1 Week Before 

• Continue to promote and advertise the event. 

• Encourage individuals, businesses, and places of worship to share event details. 

• Email confirmed volunteers event specifics and reminder to attend. 

• Confirm all equipment rentals and pickup/return times. 


