
Volunteer Event Planning Guide 

Dear [Volunteer Coordinator's Name], 

Thank you for your commitment to making a difference in our community! We are excited to 

work with you on the upcoming volunteer event scheduled for [Event Date]. This guide is 

designed to help you plan and execute a successful event. 

Event Overview 

Event Name: [Event Name] 

Date: [Event Date] 

Location: [Event Location] 

Planning Checklist 

• Secure permits and necessary approvals. 

• Recruit and train volunteers. 

• Promote the event through social media and local networks. 

• Prepare materials and resources needed for the event. 

• Organize logistics, including setup and breakdown. 

Important Contacts 

Event Coordinator: [Your Name] - [Your Phone Number] - [Your Email] 

Volunteer Coordinator: [Volunteer Coordinator's Name] - [Volunteer Coordinator's Phone 

Number] - [Volunteer Coordinator's Email] 

Next Steps 

Please review the guide and reach out with any questions. We will hold a planning meeting on 

[Meeting Date] to discuss details further. 

Thank you for your hard work and dedication! 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


