Town of Townsend Community Engagement
Committee Meeting
November 5t, 2025 @ 3:00pm
VIA Conference Call & Town Hall
141 Main St. Townsend, DE19734

3:00pm Community Engagement Committee Committee Meetings will be held both in person and in a virtual format.
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Those wishing to attend virtually may dial 1(301)715-8592. When

Call to Order: directed, provide following meeting ID 827-6421-7575# and then the
following password 36163 1# to enter the meeting. If you choose to
Opening Ceremonies access the meeting online click the following link:
https://us02web.zoom.us/j/82764217575?pwd=aHI4RDhTZ0xjME1HVO0
a. Roll Call: ZOcHRxSHZ3QT09

b. Pledge of Allegiance:

Residents will be able to view documents posted to the meeting tab on the
Town website at https://townsend.delaware.gov or by joining the
meeting via computer.

c. Recognition of Visitors:

d. Announcements:

Citizens Comments & Participation.

Adoption of Agenda.
ACTION ITEM- Review and continued discussion of Townsend 2025 Tree Lighting

Ceremony.
ACTION ITEM- Review and continued discussion of 2026 Townsend Town Fair.

ACTION ITEM- Review and continued discussion of Townsend 2025 Open House
Event.

ACTION ITEM- Review and continued discussion of Gaga Ball Pit installation Project.
Ongoing Business Updates.

New Business.

Discussion regarding next meeting date.

Adjourn.



https://us02web.zoom.us/j/82764217575?pwd=aHI4RDhTZ0xjME1HV0ZOcHRxSHZ3QT09
https://us02web.zoom.us/j/82764217575?pwd=aHI4RDhTZ0xjME1HV0ZOcHRxSHZ3QT09

Tree Lighting
Ceremony

Come join our community as we celebrate the holiday season at our

annual tree lighting ceremony! Warm your hands with a cup of coffee or
hot chocolate from the Girl Scouts, listen to holiday carols sung by the
Immanuel Church choir, support our local schools by enjoying
performances from the Odessa High and Everett Meredith Middle School

bands, or take some treasured family photos with Santa Claus himself!

Friday, December 5 2025
Festivities Start at 5:30 P.M., Tree Lighting at 6:30 P.M.
Townsend Municipal Park - 0 Edgar Rd
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This event is sponsored by the Town of Townsend o 2
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Kick off your summer by stopping by our annual Town
Fairl Connect with the community by supporting local

\ B businesses, food trucks, non-profits, and (of course!) local
S y 9 jazz musicians. It's sure to be the grooviest day of the &
year! v

o 45 & Jazz Festival &% ¢4

4, ° Saturday, May 30, 2026 Y -
%@ 11AM to 3PM %F
Townsend Municipal Park - 0 Edgar Rd

U Townsend, DE 19734 /




Fair Prep

Fair Date: 5/30/2026
Task Number Assignment Assigned To Completed Notes:
Community Engagement
Select Fair Date Committee Selected May 30th, 2026
Community Engagement
Establish "Theme" of Fair Committee

Draft two flyers for fair advertisement
Draft Flyer for soliciting vendors
Draft Flyer for Soliciting Volunteers
Draft Flyer for Soliciting Food Vendors
Draft Website/Facebook/Code Red
Announcement of Fair Date
Draft online Forms for Sign ups: Volunteers, Food
Vendors, Non-Profits, Commercial Vendors

Establish current years Vendor Fees
Post to Facebook flyers for all

Draft Budget for Fair Expeneses
Source DJ pricing & hire vendor
Source Jazz Band pricing & Hire Vendor
Source "kid attractions" (bounce house etc.) &
hire vendor
Source Alcohol pricing & Hire Vendor
design and order fair shirts
design and order donor banners
solicit fair donations- emails
solicit fair donations- letters
prep park for fair parking
prep vendor spots on parking lots
prep the greens of the park for fair
log vendors onto Vendor Spreadsheet once
received online registration
Issue out invoices to Vendors for payment once
registration is received
Send off payment request emails to Vendors
Send payment reminder emails to vendors (1X a
week)
Send registration confirmation emails once all is
received with Vendor sign
Draft Vendor sign once registration complete
Draft schematic of vendor layout
Send email to Volunteers- giving expectations of
the day
prep volunteer forms
draft park fairimage-showing layout of fair

make 5 packets of fair info for day of event
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FO- will continue to update budget as vednor fees &
expenses are processed. (minimally 1X month)

joint effort to draft email and send (MAIL MERGE)
joint effort to draft and send (MAIL MERGE)

FO- to make invoices and save in the public drive for
others to send to the vendors (Done minimally 2X week)

include in packet: fairimage, vendor parking assignments,
volunteer info sheet
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