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8-12 Weeks Before the Event: "Initial Planning and Approvals"

Confirm parade theme, objectives, and set the event date.
Assemble the organizing committee and assign key roles such as
parade coordinator and safety officer.

Apply for parade route permissions, special event insurance, and
street closure permits.

Coordinate with local authorities to confirm the parade route, road
closures, and emergency access points.

Finalize the parade route and determine staging areas, parking zones,
and access points for emergency services.

Review and comply with any local regulations or ordinances regarding
parades and special events.

Begin researching and securing event insurance coverage for liability,
damage, and accidents.

Start outreach to potential participants, including performers, floats,
vehicles, and animals, as well as vendors for food and merchandise.

Identify and begin securing sponsors to support the event.
Contact public safety agencies such as police, fire, and EMS to
discuss coordination and provide event details.

Develop a preliminary budget, allocating funds for permits, insurance,
and initial vendor costs
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Set up initial meetings with local community groups, schools, and
performers to gauge interest and confirm availability.

6—8 Weeks Before the Event: "Logistics and Vendor Coordination™

Confirm all parade participants, including floats, performers, vehicles,
and animals.

Secure food vendors, merchandise vendors, and other service
providers, ensuring contracts are signed and details are confirmed.

Confirm float assembly areas, staging zones, parking arrangements,
and emergency access points along the parade route.

Review parade route logistics with local authorities, confirming road
closures and ensuring proper signage is placed for guidance.

Finalize vendor contracts and confirm setup times and locations for
food, merchandise, and other vendors.

Order necessary supplies for the parade, such as barricades, portable
toilets, signage, and safety equipment.

Arrange and confirm appropriate transportation for parade participants
(floats, performers, vehicles) to and from the event.

Set up parking arrangements for participants, vendors, volunteers,
and spectators, including designated float, vehicle, and staff areas.

Promote the parade via local media, social media, and community
outreach to engage attendees and drive awareness.

Finalize and confirm sponsorship details, including any promotional or
material support provided by sponsors.

Confirm insurance coverage for all vendors, participants, and rented
equipment.
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Create and distribute event day schedules to all participants,
volunteers, and vendors with clear instructions on arrival times and
responsibilities.

Develop a communication plan with a list of contacts for emergency
communication, vendor coordination, and volunteer support.

5-3 Weeks Before the Event: "Finalizing Details and Safety Prep"

Confirm all parade participants' final details, including arrival times,
float specifications, and special needs.

Double-check all vendor arrangements, ensuring all permits are in
place and contracts are signed.

Review and confirm emergency response plans, including medical
teams, fire, and police support.

Conduct a safety walk-through of the parade route with public safety
agencies to address any last-minute concerns.

Finalize the parade day timeline, ensuring all participants, vendors,
and volunteers are aligned with the schedule.

Confirm all parade route logistics, including float assembly, participant
check-in points, and parking arrangements.

Finalize the event’s layout, including staging areas, VIP sections,
spectator areas, and emergency evacuation routes.

Conduct rehearsals for key volunteers, reviewing roles,
responsibilities, and safety protocols.

Review crowd control measures and ensure adequate staffing for
barricades, entry points, and crowd management.

Confirm all transportation logistics for floats, participants, and
equipment on the day of the parade.
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Set up final event signage and any temporary infrastructure needed,
including fencing and barriers.

Confirm event communication systems (radio, walkie-talkies, cell
phones) for all event staff, volunteers, and emergency responders.

Order any last-minute supplies, such as event programs, participant
badges, or parade route maps.

Finalize details with sponsors, ensuring their branding and support are
integrated into the event.

Send final schedules to all participants and volunteers, ensuring
everyone knows their specific duties and timing.

Reconfirm insurance coverage for all participants, vendors, and
rented equipment.

2 Weeks to 1 Day Before the Event: "Final Confirmation and Setup"”

Reconfirm details with all vendors, performers, float drivers, and
volunteers, including arrival times, specific needs, and special
instructions.

Finalize logistics for float assembly, participant check-in points,
parking arrangements, and vendor locations along the parade route.

Conduct a final walk-through of the parade route with key public
safety staff to check for safety hazards, access points, and crowd
control areas.

Finalize the parade day timeline, confirming the sequence of events,
including setup, participant arrival, float assembly, and parade start.

Confirm all permits, insurance, and required documentation are in
place and properly filed for all participants and vendors.

Set up parade infrastructure, including barricades, registration areas,
VIP sections, and float parking zones.
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Confirm transportation arrangements for floats, performers,
volunteers, and equipment, including arrival and departure times for O
all vehicles.

Double-check the parade route for obstacles or issues, ensuring all

signage, barricades, and safety measures are set and visible. .
Prepare participant kits (event programs, badges, maps, schedules) 0
and distribute them to all relevant parties.

Ensure communication systems (radios, walkie-talkies) are tested and 0
functioning, with backup communication methods in place.

Set up the registration area for volunteer check-ins and vendor 0
setups, ensuring clear signage and easy access.

Conduct a walk-through of the route with volunteers to review their 0]
roles, responsibilities, and safety protocols.

Confirm event supplies (signage, decorations, participant gifts, 0

programs) are in place and ready for distribution.

Finalize security arrangements, ensuring enough crowd control staff
are positioned at key locations and that emergency evacuation O
procedures are clear.

Send final instructions to participants, vendors, and volunteers,
detailing parking arrangements, arrival times, and the parade day O
schedule.

Event Day: "Event Execution and Coordination™

Pre-Event

Arrive early to oversee the setup of float assembly, vendor areas, and
registration zones.
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Set up barricades, signage, portable toilets, and any other
infrastructure needed along the route.

Organize the registration area for participant and volunteer check-ins,
with all credentials and kits ready.

Confirm the transportation schedule for floats, performers, and
equipment to the staging areas.

Conduct a briefing with all volunteers and staff, outlining the event
schedule, roles, and responsibilities.

Coordinate with public safety teams (police, fire, EMS) to position
them at designated points along the route.

Test communication systems (radios, walkie-talkies) and ensure
backup systems are available.

Organize parking for participants, vendors, and volunteers, ensuring
clear signage and designated zones.

During Event
Start the parade on time and follow the schedule, adjusting when
necessary.

Monitor the parade route for crowd control, ensuring safety and
compliance with regulations.

Stay in communication with volunteers, vendors, and public safety
teams to resolve any problems.

Manage any last-minute challenges (delays, float issues, participant
concerns) efficiently.

Ensure safety measures are followed by staff and volunteers at all
times, maintaining crowd control.

Check on vendors to ensure operations are running smoothly and that
supplies are sufficient.
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Maintain contact with public safety teams to handle any medical or

emergency situations. O
Monitor the parade's pacing and timing, ensuring everything stays on

O
track.
Wrap-up
Clear the parade route, directing participants to the debriefing areas. O
Oversee the disassembly of floats and ensure participants are 0
escorted from the area safely.
Coordinate cleanup, making sure all equipment, waste, and 0
infrastructure are removed.
Supervise the removal of barricades, signage, and other temporary 0
structures.
Confirm that security staff secure all areas and manage the 0
end-of-event logistics.
Release volunteers and thank them for their contributions, ensuring 0
proper acknowledgment.
Host a debriefing session with key stakeholders (vendors, public 0
safety, volunteers) to review successes and issues.
Send thank-you notes to participants, sponsors, volunteers, and 0

contributors to express appreciation.

Post Event: "Cleanup, Debrief, and Acknowledgment”

Oversee the removal of parade infrastructure, including barricades,
signage, portable toilets, and any temporary structures used.

O

Ensure all rented items, such as AV equipment, sound systems, and
tents, are returned to vendors within the agreed-upon timeline.
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Coordinate the cleanup of the parade route and surrounding areas,
ensuring trash is removed and the area is restored to its original
condition.

Verify that all public spaces, including the parade route and
surrounding areas, are fully cleared and returned to normal.

Account for leftover event materials such as programs and
merchandise, and arrange for donation, storage, or disposal as
needed.

Hold a debriefing session with event organizers, vendors, public
safety agencies, and volunteers to discuss what worked well and
areas for improvement.

Collect feedback from participants, sponsors, and attendees to assess
their experiences and gather suggestions for future events.

Review the event timeline, logistics, safety measures, and crowd
control to evaluate effectiveness and note areas for improvement.

Document any challenges or issues that arose during the event for
reference in future planning and decision-making.

Send thank-you notes or emails to volunteers, participants, sponsors,
vendors, and key contributors, expressing appreciation for their
involvement.

Share highlights and event successes on social media platforms,
community newsletters, or local media.

Consider hosting a thank-you gathering, informal event, or virtual
meeting to further show appreciation for the efforts of key
stakeholders.
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