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AN INTRODUCTION

AIM

Feeding the 5000 sessions are often organiz ed by people and organization s
with little experience of organizing large scale events, so this toolkit aims to

provide comprehensive advice on the considerations to bear in mind when
planning. We would advise that in conjunction with putting together a
steering group of partner organizations, these large questions are also
explored as early on as possible and top line decisions arrived at.

FURTHER GUIDENCE

This toolkit is designed to guide you through the entire process. We
recommend :

il Starting with the work plan, scheduling into your diary deadlines
for certain tasks

Recruiting one person to ove rsee all logistics (and the working
group if possible)

Delegating different tasks according to the sections below

91 Asking whoever oversees these areas to read through the following
sections

Updating the entire steering committee at the SGM (Steering group
meetings) whilst also updating an internal logistics working group
more regularly.

TIMING

3 months ahead of the event.
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1. OVERVIEW

WORK PLAN

KEY MILESTONES

TARGETS

ITEMS TO
PRODUCE/SECURE

FEEDING THE 5000

Event Make sure that the 3 MONTHS AHEAD 1 City Authorities 1 Permits 1 City authorities
Management: necessary 1 Secure location 1 Event Management 9 Draft Budget z see usually have a
Location, permissions and 1 Obtain relevant permits and Companies the appendix for a turnaround of 4 -6
Licenses and infrastructure are in submit any applications necessary 1 Waste Management draft budget. weeks for
Permits place to hold the Z often fees are waived by the City 1 Contracts confirm ing details.
event. Work out how authority as a form of investment 1 Budget should be
many resour ces you in the event done initially z see
need to put together the budget
for the event 2 MONTHS AHEAD framework to see
91 Confirm all permits ( deadline) what resources you
have and need.
Event To create a realistic 3 MONTHS AHEAD 1 Partners 1 Budget for entire
Management budget which you Put toget her a draft budget based on 9 Event rental event
Budgets can follow and which what can be sourced in -kind and companies
accounts for all event considering hard costs 1 Local governments
costs. and regional
2 MONTHS AHEAD authorities
Budget finalized , all finances sourced
and most orders placed
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Event To create a site plan 6 WEEKS AHEAD 1 Event organizers 1 A site plan
Management: best fit for the event Create a provisional site plan for any 1 The catering team
SITE PLAN authorities that need to see it i Stage and tent
rental companies
3 WEEKS AHEAD
Create a final site plan to offer to
partners to understand how the day
will be set up.
Event To get the right 3 MONTHS AHEAD 1 Insurance brokers 1 Insurance wording 1 Always get the
Management: insurance coverage See whether Feedbacl andsuppliers which is appropriate coverage needs
INSURANCE cover the event 1 Local governmental to the local needs from local
organizations authorities, or
-Obtain wording from local  authority so owners of the
that your coverage can be appropriate venue, before
to local needs contacting
insurance
suppliers.
Event To make a sourcing 2 MONTHS AHEAD 9 Businesses 1 Equipment list, 1 Anyone could help
Management: plan for all the Create equipment list and input into 9 Catering schools sourcing plan and and have the one
EQUIPMENT equipment needs budget and services budget to cover all piece of equipment
that need to happen 1 Rental companies costs. you need z keep
for your event 1 MONTH AHEAD 1 Charities having
Have all equipm ent sourced or orders 9 Everyone! conversati ons.
placed
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Event To create a 2 MONTHS AHEAD 9 Local community 1 Waste plan
Management: comprehensive waste | Investigate whether there are composting
WASTE plan opportunities for free waste services,
MANAGEMENT management 9 Governmental
organic collection
1 MONTH AHEAD 1 Private Organic
Have waste management plan finalized collection
companies
Event To make the event 6 WEEKS AHEAD 9 Health and Safety 1 Health and Safety
Management: safe for all to attend Create a health and safety plan z and plan plan that fits with
HEALTH & risk assessment local regulations and
SAFETY accounts for all
permits needed
Event To finalize the event 1 MONTH AHEAD 9 Each partner 9 An Event schedule for
Management: schedule so all teams | Create event schedule based on each section of the
EVENT are clear on logistics catering plan, food collection plan, event, both leading
SCHEDULING of all the tents and stage installation, the stage up to it and on the
program, volunteer schedule and any day itself, based on
other activities locati on.
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DATE AND TIME

It As incredibly important t o -upforyolr &
event z it could mean delaying it for the event to have the most impact.

See the case study on F eeding the 5000 at the Union C hapel to see some

of the considerations they thought through.

Note this is closely interrelated to LOCATION, LICENSES AND PERMITS.
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2. BUDGET

One of the first questions organize rs ask when p utting on a Feeding the
5000 is how much will it cost? The answer is that it varies

9 1t can be done for a few hundred British pounds - the price of

Feeding the 5000 Manchester wher

source for free was the price of the gas for the  vans transporting
food

9 1t can cost thousands of Euros - Feeding the 5000 Brussels had a
large amount of money spent on materials, licenses, and PR
support to reach 11 million people through various media.

CREATING A BUDGET

To get closer to answering the question of how much it cost s, we would
advise going through and filling  out the example budget framework
immediately. In addition, Feedback can offer you an Excel template into
which you'll be able toinput data.

This will inform you o f what materials and resources you need, in
addition to how much paid time you will need to account for in getting a
rough total of how much a feeding the 5000 will cost. It will also show

you where the biggest costs can be saved by means of partner
contributions, and where potentially a smaller scale event could be
possible or advisable instead. There is an example budget from the event
in Brussels which can be found in the appendix if you need further
guidance.
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From there you ca n work out;
I whatis necessary for the event to happen

9 What are the nice -to-haves, such as a screen or banquet tables
for a community sit -down ?

I what funding shortfalls you currently have, and

9 What can be asked of partners and who could contribute further
funds to making the event a real success.

WORKING OUT THE FIXED COSTS, OR WHAT COSTS ARE
NECESSARY FOR THE EVENT TO HAPPEN

What you may find when filling out the budget is that you are not sure of
how to populate the budget with costs. This is totally unde rstandable.
What we advise is to get quotes on the big, often unavoidable fixed costs
including:
1 Tents and stages
Searching for event rental companies in the local area to get
quotes for the big -ticket infrastructure items such as tents,
stages, PA systems, gas for cooking on site and the installation of
these items z please see the Example Quote for Equipment
Rentals. It is good to get quotes for as many of these items as
early as possible because these are often the biggest expens  es.

N Trucks (And r efrigeration)
If you think you are unlikely to be able to be able to borrow a

truck and store food in a refrigerated space (if needed) until
cooking happens, you will need to arrange a van and driver to
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lead on the food sourcing collectio ns. Reefer trucks can be a
large expense at around $150 a day z see the Appendix for an
Example Quote for non -refrigerated Truck Rental _we received
for Feeding the 5000 DC. Bear in mind the days you will need to
collect gleaned pro duce, donated produce and for delivering
the food to the venue on the day. For information on the
coordination of this, see the catering toolkit.

Food service equipment

Catering companies or food service rental companies will rent
the chafing dishes (see the catering toolkit for further
explanation on this) or large pots and other food service
equipment you will need. See the equipment list in the
appendix for reference

Misc. serving & cooking equipment

Reviewing the equipment list and searching for the big local
shops near you for places to buy/rent (though buying is often
cheaper and then you can donate the equipment to charity) for
small but important items bought in bulk. See the equipment
list in the appendix for reference

Waste management services

Call around to understand how much the collection will be for

the compostable crockery, recycling and general waste. Often
this can be sourced for free but, if not, it can  amount to around
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$400 -500.

Printing of publicity materials

Another likely large but often unavoidablecost zi t As good
shop around for the best price on this and plan whether you

need or want items such as banners that can rack up costs

quickly.

Insurance

Unfortunately this can be another large and unavoidable cost
unless one of the event partners can insure the event under their
own insurance. For a full scale Feeding the 5000, we have found
the costs to be around $1000. Ask the relevant authority fo  r the
necessary wording as soon as possible, take this to a broker or
insurer and get quotes.

11
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PARTNER CONTRIBUTIONS — HOW TO BRING COSTS DOWN

A huge aspect of cost saving for a Feeding the 5000 is various partners
contributing goods and se rvices in-kind.

These have included:

T

City municipalities' and local/regional authorities' investment
often takes the form of fees waived for the use of the venue
(often saving tens of thousands of dollars) and city  -wide
advertising z This was done in Fee ding the 5000 Front Range,
Denver for example, in addition to Feeding the 5000 Milan.

Partners who lead on food re/distribution, such as food banks,
have often offered their drivers and transport vehicles for the
food collection and movement of food toth e venue.

Partners have offered their own insurance to provide coverage
for the event .

Organizations have offered the staff time of their employees for
the months in the run -up; they essentially become the event
managers.

Chefs and their teams, often no t-for -profit soup kitchens (as at

Feeding the 5000 NYC and Feeding the 5000 Warsaw) as well as
gour met catering facilities (Fe

catering took place at a University catering facility), which offer
the use of their staff, kitthens and equipment for free. These

FEEDING THE 5000

ADVICE FROM FEEDING THE 5000
- OAKLAND

"We made something amazing happen and the food waste
movement is definitely gathering speed in the US! Due to
the indi viduals and organizations involved, the ripples will
be felt far and wide, truly driv ing the movement to end
food waste in the U.S.

However, we were overly ambitious in  selecting an area
that is very quiet and slow on the weekend.  We definitely
need a pro fessional PR person next time for events held in
the U.S. in areas where you can't depend 100% on footfall.

costs can rack up to many th ousands so this is a particularly kind

offer and should be sought wherever possible.

Free equipment is a huge source of saving z one example is where

institutions such as the Navy or the Military  have kindly lent

equipment, as at Feeding the 5000 Athens. Another is where event

management rental companies have offered us extremely low
costings for various items due to an existing relationship

12
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established by one of our partner organizations (as at Fe  eding the
5000 DC, where tents, stages and other equipment costs were
around 40% lower than expected).

9 waste management services have been offered for free, as at
Feeding the 5000 Denver, by companies who wish to champion
the food waste cause.

Other area s which are sourced for free are

The Feedback teamAs consultancy, exp

funded somehow, we will always offer help and offer support, guidance
and resources in whatever way we can. Please contact us for more advice
on thi s so that it's clear from the start what support we can offer.

We have hired freelancers in the past who work on varying roles, from

food sourcing to volunteer coordination and event management support.
These roles have also been fulfilled in a voluntary capacity. These people
can be hugely important to maximising the impact of the event so we

would encourage you to divert any resources you can to bring such
assistance on board . It is another great way to give skills to those who will
build and spread the food waste movement beyond the event. We can
offer role descriptions and advice on various roles that have really helped

in the past such as food sourcing coordinators,  partnership managers,
and activities coordinators.

S =
FEEDING THE 5000
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3. LOCATION, LICENSES & PERMITS

We always try to secure the most iconic locations within a city/place.
Feeding the 5000 Edinburgh took place in the heart of the city at Bristo
Square. Aim to host the event in the most high  -profile location possibl e,
where lots of people will be passing through - this is called high footfall
(see the Case Study on F5K Oakland). If your event is on a weekday, try to
attract the large lunchtime crowd; if your event is on the weekend, try to
attract people who are out a nd about in the area. It is generally best to
use a space that already has a lot of pedestrian traffic; you will not be

able to attract thousands of people unless they are already familiar with
the territory. This also brings with it the potential for recr uitment of
unknowing passersby to come and join the celebration.

Securing the location by applying to the right authority, then obtaining
relevant permits should ideally be started 3 -4 months before the event,
although it has started even 2 months before an event (as at Feeding the
5000 Milan, though complications have the potential to jeopardize the
event if not enough time is allocated to it). We advise an early start on

this because city authorities usually have a turnaround of 4 -6 weeks in
issuing conf irmation. This links closely to insurance, so make sure to

read up on insurance and guestions to ask .

Of course, the date is a huge consideration, so make sure that your
steering group finalizes this before making an app lication. See the
Feeding the 5000 Union Chapel Case study for some factors to bear in
mind.

SPACE SIZE

Think about how to best use the space. The bigger the space the better,
and as a minimum you should aim for 100ft x 100ft. You need to make
sure the location can accommodate a serving tent (20x40ft
recommended), partner tents/stalls (10x10ft recommended) and
(potentially) a stage for speeches and chef demos.

The stage does not need to be big (6x3ft is plenty), however if this can be
provided free of ¢ harge and there is space for it, then more space is
better . Plan where the queue will form, as the queue will attract people
passing by and it is the best opportunity to speak to people individually
and get them to sign the pledge. Be sure to check out the site at least
one month in advance. If something is not going work, you want to have
enough time to execute a back -up plan. See the Site Needs table to work
out roughly what you will need to plan for.
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ESSENTIAL

Stage

| SPEC

16ft x 16ft or sI100

Catering Tent

10x10ft recomm. (w ith min 1 -2 sides)

Volunteer tent

10x10ft recomm.

Media and Info tent

10x10ft recomm.

Partner tent x ??

10x10ft recomm.

15 min. (for catering, volunteers , media + info,

Chairs
stage)
Tables 17 (11 for cat_ering, 2 for vol unteers, 2 for
media + info, 2 for stage)
NICE-TO-HAVES SPEC \
Tables 10 (for communal eating )
Chairs 40 (for communal eating )

Production tent

10x10ft recomm. (with 3 sides)

FEED
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TIPS & ADVICE ON DATE AND
LOCATION - FEEDING THE 5000,
UNION CHAPEL

The following suggestions are important to keep in mind
as you think about the location and date of the event.
While the specifics listed below are not compulsory , they
may increase the success of your event.
I Temperate weather
1 Local harve sting of crops (important for gleaning
ingredients)
I Outdoors z adequate space to serve and for group
tables
i High traffic area
9 Lunch timeframe (when the most people are on
campus)
 Avoid scheduling an event that clashes with others
Z other events that wi Il get a lot of media attention
are worth steering clear of by a week or so.

16
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FEEDING THE 5000

GOING FOR PUBLIC OR PRIVATE VENUES

Events have mostly been held on public squares ; however , as a way of
saving money on insurance and fees (which amounted to  thousands of
dollars in the case of Feeding the 5000 NYC, which took place on Union
Square), we have opted to go with a private venue space , as at Feeding

the 5000 Washington, DC . By private we mean owned by an organization

or individual - the event was still open, out side and free for all to attend

Our advice would be to investigate the cost implications or various

options within the city where you are hosting and to reach out to city

officials early on to save money on this. We can offer advice and support

in forging these links, as often the way you pitch  should be sensitive z it

is good to make a fantastic case for support right from the outset.

This event should be an opportunity to get the city authorities on your

si de, and can |l ead to posi wdstee chan;q
management strategy. The cityAs inv«
they can offer in return for an event which promotes their interests -
reducing food waste - is for them to waive the permi ssions fees for

holding the event on a large public squar e or other key central and /or
iconic space.
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SITE PLAN

Something that is hugely important is arranging the
site plan and arriving at the best use of space.

Your aims should be:

9 To pull people in from local surrounding
areas and maximize how long people sta y on
the square for. For example, one important
visual for the day is the line:

f As Tristram Stuart has
commercial for the day z people are standing
in Iine for what? Free
planning is crucial in enabling the best
direction of people and attendees on the day.

9l For the line not to interfere with other people
or traffic on the venue, allow attendees to
stand in line and then enjoy other activities
after they have finished their meal,
preferably ending up in the crowd fort  he
stage directly after their meals

9 Forthe stage to be overlooking the line and
all the other activities at the venue.

Feeding the 5000 z Portland, Maine

Notice how the bottom left and right area is left relatively open to allow for people to
flow in from these busy avenues.
The partner stalls act as a border to the space and the waste stations are dotted around

the site. Parking spaces are behind the kitchen tent (or catering tent). To allow for food
and equipment to be loaded and unloaded. The site should preferably be contained so
the restrooms will be closer to the center and not across a road.
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