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OVERVIEW
As at 02/16/21

The Ci ty of Miami Gardens hosts severa l ‘C i ty Events ’ focused o n communi ty engagement and enterta inment

for Miami Gardens res idents throughout the year. These act iv i t ies foster communi ty pr ide , whi le enhanc ing

qua l i ty of l i fe and prov iding opportuni t ies and places for people to connect and ce lebrate local cu l ture ,

her i tage and ta lent .

A s a resu l t of the current g loba l pandemic (COVID-19) , a l l in-person ‘C i ty Events ’ are cance l led unt i l fur ther

not ice .

However, Ci ty Counc i lmembers have cont inued to plan and host pop-up events as needed to ser ve the

community.

This gu ide refers to the standard operat ing procedure for the p lann ing and execut ion of pop-up events .



ROLES & RESPONSIBILITIES
COUNCIL POP-UP EVENTS

Office of the 
Councilmember

Public Affairs Parks & Recreation

• Plan and execute Council pop-up 

events

• Submission of the required forms to 

request City staff support and 

resources

• Secure event needs and manage 

budget

• Day-of event management and follow-

up

• Coordinate request to City Manager’s 

Office for City resources:

- City Departments’ support/presence

- MGPD presence

• Flyer Creation

• Marketing and Promotion on City 

platforms/Assist with coordinating paid 

spots, where needed.

• Media outreach

• Reservation of park facility, if needed

• Assistance with set up if the event is at 

a City facility

• Provision of tables/chairs/tent from the 

City’s inventory

• Usage of City vehicle to transport items  

in certain instances



PROCESS

Step 01 Step 02 Step 03 Step 04 Step 05

Submit request to City 

Manager for assistance from 

City Departments and usage 

of City seal on promotional 

materials

Complete Flyer/Eblast

Request Form

Provide detailed event 

background information for 

media outreach/release

Complete Parks Event Work 

Order 

Complete Council Sponsored 

Event Request Form*

Complete the Parks Facility 

Equipment/Service Form 

(if needed)

Begin promotions and 

marketing 

Finalize day-of logistics and 

secure supplies needed for 

the event

4 Weeks Out

*Council Sponsored Event Form must be 
submitted to Parks & Rec 14 days prior to 

Council Agenda approval

2 Weeks Out 1 Week Out



FLYER/EBLAST REQUEST

• Please complete and submit at least two 

(2) weeks (8 WORKING days) prior to the 

desired start date for marketing.

• https://miamigardens.quickbase.com/db/

bq5kjy4gb?a=nwr

https://miamigardens.quickbase.com/db/bq5kjy4gb?a=nwr


OTHER CONSIDERATIONS

• Usage of  the C i ty  Sea l  on  any  co l lateral  must  be approved by  the C i ty  Manager  or  the 

C i ty  Counci l .

• The C i ty  Sea l  should not  be a l tered.

• Al l  mater ia ls  bear ing the C i ty  Sea l  must  be reviewed by  the Off ice  of  Publ ic  Affa i rs  

before c i rcu lat ion to  the publ ic .

• City -wide messages  and greet ings are  generated through the Off ice  of  the Mayor.

• City -wide media  in i t iat ives  are  coordinated with  the Off ice  of  the Mayor.

• MGPD Ser vices  – Request  for  Pol ice  Ser v ices  for  non -Counci lmembers  events  must  be 

submitted to  Cher y Whyne - cher yl .whyne@mgpdf l .org for  paperwork  and payment  of  

fees .  

mailto:cheryl.whyne@mgpdfl.org


CONTACTS

For addit ional  information please contact:

REQUESTS THROUGH THE CITY MANAGER’S OFFICE
Tamara Wadley,  Assistant to the City Manager – Communications

Twadley@miamigardens-f l .gov

mailto:Twadley@miamigardens-fl.gov

