
 

Planning Committee To Do List 

Planning Committee To Do List 

 
Responsibility Name Phone/Email 

Main Contact: 
• Organize planning group/meeting 
• Complete Block Party Application & 

Permit 
• Book Rock Your Block Party Trailer 
• Send out invitations 
• Answer questions 

  

Activities: 
• Select activities/games for all ages 

and abilities 
• Decide whether to offer door prizes 
• Involve kids and teens in planning 

  

Food: 
• Arrange tables, BBQs, coolers, ice, 

water, etc. 
• Collect money (donations) for any 

group food supplies (if needed) 

  

Site Preparation: 
• Plan for parking, food, seating and 

activity areas 
• Signs and directions 
• Ensure emergency access, first aid 

kit and fire extinguisher 

  

Clean Up: 
• Obtain garbage/recycling/ 
compost bins, with replacement bags. 
Use signage as to “what goes where” 
• Arrange cleaning supplies 
• Take down signs and recycle 

  

Other: 
 
 
 
 
 

  


