
O
FS

N
 C

O
M

M
U

N
IT

Y 
EV

EN
TS

 W
O

RK
 F

LO
W

Outreach Team Completed 
Event Participation Request 

Form

OFSN Sta�  Completed 
Event Participation Request 

Form

Director or Manager 
Completed Event 

Participation Request Form

Submit Form to Regional 
Manager for Event Region 
for approval and sta�ng

Event is Approved,  RM 
Assigns Sta�ng then 

Submits Form to Events 
Coordinator

Regional Manager is made 
aware of event 

participation in their region

Event Coordinator adds to Trello, replies to RM 
with inventory link and submits to Community 

Engagement & Development Director

Supervising Director 
Approves, Sends to RM for 

Sta�ng then Submits Form 
to Events Coordinator

Event is not Approved, no 
further action. RM noti�es 

requesting sta�

For Outreach Sta�ed Events: Event 
Coordinator adds to Trello and 

submits to Community 
Engagement & Development Director

Community Engagement & Development 
Director reviews request and makes 

recommendation to Strategic Leadership

Strategic Leadership Approves. CEDD 
moves to con�rmed on Trello and 

tags Events Coordinator

Event is not Approved, 
Events Coordinator is tagged 

on Trello to archive card. 

Events Coordinator noti�es 
RM that event was not 

approved.  

Event Coordinator noti�es RM, adds to 
Google Calendar, Completes Event 

Registration and Prepares Event Tote

Registration payment and Insurance Requests 
sent to Finance & Operations Director for 

processing and payment.

Volunteer Support 
Requested

Event Registration is submitted 
and event details provided to 

Lead Sta� & RM

Volunteers Recruited 

Attend Event*

Return & Check-In Event Tote with 
Events Coordinator

Send Post Event Survey to Lead Sta�, 
Enter Data Collection Forms in 

DonorPerfect & Give to Data Team for 
CareLogic Entry, Archive Trello Card.

An event is a planned or 
involved project aimed to 
increase community 
awareness/engagement. 
An event can occur 
in-person or virtually, and 
may take the form of OFSN 
hosting an event, tabling at 
an event or making a 
presentation at a 
community gathering or 
meeting. Any staff member 
participating in or hosting 
an event should contact 
the Outreach Team prior to 
commiting to event 
attendance following this 
workflow.

Updated: March 2026

*If participation in the event needs to 
be cancelled due to illness or 
inclement weather the RM is 
responsible to notify the Events 
Coordinator, as soon as possible, who 
will then contact the event organizer. 
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