Hunger Action Month Event Planning Checklist
Before the Event
☐ Set a Date & Time - Choose a date that works well for your audience.
· Consider other community events when selecting your date.
☐ Reserve Your Space - Confirm the event location.
· Arrange tables, chairs, parking, and accessibility needs if applicable.
☐ Define Your Goal - What do you hope to accomplish? (Examples: collect food, recruit volunteers, raise awareness, thank supporters, or raise funds.)
☐ Recruit Volunteers - Determine how many volunteers are needed.
· Assign roles such as setup, greeting guests, registration, food collection, cleanup, and photography.
☐ Promote Your Event - Share on social media.
· Send emails or newsletters.
· Display flyers or posters.
☐ Invite community partners to help spread the word.
☐ Invite Local Media & Community Leaders - Send a press release or event invitation.
· Invite local newspapers, radio stations, elected officials, and community leaders.
☐ Prepare Supplies
· Donation bins (if collecting food or items)
· Tables and chairs
· Signage
· Registration or sign-in sheets
· Name tags
· Decorations (optional)
· Water or refreshments (if appropriate)


During the Event
☐ Welcome attendees and explain the purpose of the event.
☐ Take photos (with permission when appropriate) to capture participation and impact.
☐ Count donations, attendees, or volunteer participation as appropriate.
☐ Thank participants throughout the event.

After the Event
☐ Thank volunteers, donors, sponsors, and community partners.
☐ Share photos and highlights on social media and in newsletters.
☐ Report your results to the Northeast Iowa Food Bank.
☐ Celebrate your success and recognize everyone who helped make the event possible.

Share the Event Results
· Event Name
· Estimated Attendance
· Food Collected (lbs)
· New Volunteers
· Notes/Highlights
· Date
· Volunteer Hours
· Funds Raised
· Notes/Highlights
