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Event Planning 101
HOW TO PLAN A WELL-ORGANIZED EVENT

2 - 6 
MONTHS

• Identify event staff lead and/or
committee

• Brainstorm purpose, goals and
audience of event

• Establish budget
• Decide event date
• Secure venue for event
• Request Seattle Parks Foundation

provide Certificate of Insurance
(if necessary)

Task
• Draft budget Agreement from

Department Represenatative

Deliverable 

6 
WEEKS

• Secure caterer (if necessary)
• Request speakers (if applicable)
• Create invitation and invite mailing

list for review by SPR and ARC
• Send invitations (AND post event

online)

Task
• Signed vendor contracts –

coordinate with your Department
Representative as SPR is usually the
signer

• If you intend to invite donors,
please ask ARC Development for
donor contact lists
1-2 weeks in advance of when
invites are scheduled to be sent

Deliverable

4 
WEEKS

• Co-plan with your Department 
Representative 

• Track RSVPs
• Alert SPF and ARC if you would

like us to consider your event for
potential promotion on social
media and through our
eNewsletter

• Secure banquet permit if needed

• eNewsletter

Task Deliverable
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Event Planning 101
Resources for planning and organizing an inclusive event that represents your

cause, gains supporters, and celebrates your mission and goals.

Adapted from Seattle Parks Foundation


