
LARGE EVENT PROPOSAL 
GUIDELINES 

• Large event proposals must be received by Town Staff at least 6 months prior to 
the event.   

• We strongly recommend that reoccurring events should choose a set date for 
every year to be on the event calendar for the year. (ie every 3rd weekend in 
September) This causes less confusion with residents and guarantees your 
dates. 

• The proposal process should be started at least 6 months prior to the event as 
it will take coordination with Town staff. 

• Blackout dates for events 3rd week of May through the end of June, December. 

• Funding will need to be confirmed prior to event proposal. When the budget is 
confirmed, the proposal must be agendized and approved by the committee 
before submitting to Town Staff. 

 

 

Event Overview: 
Event Name:  

Committee Name: 

Event Lead: 

Date: [Preferred Date(s)] 

Duration: [Number of Day and hours] 

Venue: [Preferred Venue(s)] 

Estimated Attendance: [Expected Number of Attendees] 

 



Event Proposal Guidelines  
This outline provides guidance and strongly suggested recommendations for a successful event. 

Committee Event - Application 

Items for discussion 
1. Introduction 

• Introduce the event proposal and its purpose. 
2. Event Overview 

• Provide a brief overview of the event, including its name, date, and duration. 
• Outline the primary goals and objectives of the event. 
• State the anticipated number of attendees and potential economic impact on local 

businesses. 
• Potential impact on public spaces and roads (how you will work with the Sheriff 

Department)  
3. Event Highlights 

• Present a comprehensive list of key event attractions and activities. 
• Food and Drinks 
• Children's Activities 
• Community and Committee engagement 
• Main stage performances 
• Art and craft exhibition or sales 
• Sustainability initiatives 

4. Venue and Logistics 
• Mention the preferred event venues and reasons for selecting them. 
• Discuss event logistics, including setup, breakdown, facilities, and traffic management. 
• Address any potential impact on public services and spaces and how it will be mitigated. 

5. Budget and Funding  
• Provide a detailed budget, including revenue projections and estimated expenses. 
• Create a timeline for revenue generation and contract creation and invoice payments. 
• Explain the funding sources, including sponsorships and community support. (Anything 

outside the Town Committee budget must be preapproved)  
6. Project Management 

• Create timeline for with key due dates, fundraising goals, signing of contracts, 
ordering of equipment, payment of invoices, 

7. Promotion and Marketing 
• Describe the marketing strategy, including both traditional and digital marketing 

channels. 
• Highlight promotional efforts targeting local residents and potential visitors. 

https://www.portolavalley.net/home/showpublisheddocument/2530/635833501802730000


8. Volunteer Management 
• Name of Volunteers responsible for each activity, permits with County Health, /ABC, 

/Sheriff/etc., project management, and logistical arrangements. 
9. Town Staff Time 

• List requests for staff time beyond Town Management oversight. Examples include but 
are not limited to: 
• Finance – budget creation, invoicing, payments, contracts,  
• IT – website pages and changes, calendar updates, payment and registration portals. 
• Promotion and Marketing - creation and printing of banners, posters and other 

materials, online outreach through e-notification, forum, social media 
• Public Works – Cleaning schedules, set up and breakdown help, preparing the 

grounds, working with location logistics, distributing barricades. 
10. Community Partnerships 

• Describe the local business you will work with to contribute to the event (vendors, 
volunteers, etc.) 

• Describe any plans for involving local community organizations, schools, businesses, and 
non-profits. 

11. Security and Safety 
• State requirements that are on County permits 
• Outline the proposed security plan, including collaboration with law enforcement and 

emergency services. 
• Describe measures to ensure attendee safety and emergency preparedness. 
• Describe traffic control and parking needs. 

12. Environmental Impact and Sustainability 
• Address the event's environmental impact and steps taken to minimize it. 
• Highlight sustainable practices, waste management, and eco-friendly initiatives. 

 

This proposal will be produced collaboratively with the Committee and Town staff.  It is not 
binding until it is signed off by Town Council, San Mateo County Sheriff, and Woodside Fire 
Protection District.  
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