
EVENT
ADAPTATIONS:
HOW-TO
GUIDE

AUGUST
2020

COLORADO  MAIN  STREET

ECONOMIC  IMPACT  TOOLK IT



WHAT'S
INSIDE:

As restrictions are being lifted and people are allowed to

resume their lives in a new normal, community

organizations are busier than ever making creative

adjustments to host events.. Events are an important form

of social engagement and connection, and greatly

contribute to our local economies and downtowns.

Therefore, we want to shift the focus away from "social

distancing" and encourage the concept of "physical

distancing". Main Street would like people to gather, but

to gather safely.   

In The Main Thing, we captured several ideas related to

holding events, both virtually and in-person. Each of the

highlighted events used the spaces they had in a way that

maintained public health guidelines. This How-To Guide is

meant to help you plan and implement safe and

responsible events.  Each of the innovations prioritize

controlled spaces that allow for easy compliance. The goal

is to start to encourage more community gathering in a

way that keeps public health at the forefront.   

GUIDE 1
ONLINE  AUCTION  
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GUIDE 2

GUIDE 3

CASH  MOB

OUTDOOR  MARKETS



Look to partner with your Chamber of Commerce, economic development organizations,

local newspaper, Tourism Bureau, and local business owners.

Reach a broad audience of prospective local business participants and prospective

customers by utilizing all promotional and advertising tools available to each stakeholder/

partner.

Share the costs. Despite unexpectedly high transaction fees, sharing the costs between

three partners made the final costs palatable and justifiable for each organization. No fees

were passed through to either business participants or customers.

Utilize individual strengths of participants and maximize volunteer contributions.

Just as the economy started to shut down, Leadville Main Street was asked to help pull off a

community auction to benefit local businesses and the Lake County School District Arts

Program. The auction ran for 12 days and resulted in more than 30 local small businesses

benefiting in addition to approximately 20 more on behalf of the Arts Program. A direct

donation option was also made available benefiting the Lake County Community Fund's

Emergency Relief Fund. The total cost to run the auction was $5000 which included the auction

website and PayPal transaction fees. Approximately $50,000 in total sales and donations was

raised. The following tips were developed by Chad Most, Leadville's Main Street Manager, to help

you launch an auction in your community.

PLAN FOR SUCCESS
Partner with Stakeholders!
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ONLINE AUCTION
A LEADVILLE MAINSTREET INNOVATION



Offer customers the option of donating directly to one or more non-profit beneficiaries.

Shared Google docs were created; businesses could submit information on auction items

into the shared spreadsheets.

A team of three people was responsible for entering the auction items onto the website

based on the information submitted.

Create a plan for shared responsibility so as not to duplicate work, but also to double-

check entries to ensure accuracy.

Have a single point of contact for businesses to cut down on any confusion and

redundant messaging.

Set, track and update realistic goals to give customers a tangible feeling of how their

contribution is pushing the program forward (Share the Love started at a goal of $10,200).

The goal was reached in the first two days and customers were thanked for helping to

reach that goal. Continue to adjust the goal and thank the customers/donors. 

Prior to committing to a host site, explore options for online auction hosting and online

payments. Leadville spent 2.9% per transaction on the site they used, in addition to the 2.9%,

plus $0.30 per transaction in Pay Pal fees. These fees added up quickly to approximately 10%

of the total funds raised. Consider the fact that there might be a high number of individual

transactions for relatively small amounts depending on the auction items submitted. Most

sites charge a comparatively small flat hosting fee (you can pay more to be able to display

more items).

Don't rush in!-- Leadville's Main Street program was a bit late to the party as the Arts program

auction was already in the middle stages of launch, Main Street had 9 business days to meet

the launch date goal. Items to consider include:

Sales taxation issues -- donations vs. retail sales, etc.

Limits on total amount of items each participant can list to encourage broad participation

(there are likely limits, per level of hosting fees, on the total number of items that can be

posted). Leadville settled on 10 items per business and ended up paying a small dollar

amount to increase the total limit by the end.

Caps on the fair market value or cost of items each participant can list for various reasons-

possible taxation issues; transactional costs; negative perception of high dollar items

included in the fundraiser (also, you likely want to encourage customers to bid on/

purchase items from multiple businesses, rather than bid on one high dollar item to

benefit a single business).

Nuts & Bolts.

LESSONS LEARNED 

Fee Structure
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Learn limitations of auction hosting site and how they might impact your auction. For

example, can businesses offer multiples of the same item (gift cards, etc.) for bid or do

these items require a "purchase now price" and eliminate bidding?

Develop FAQ page and clearly communicate any limits, restrictions, and responsibilities

(such as taxation, shipping, etc.).

BUT – Be Flexible! It is likely that the needs/desires/challenges faced by your local business

community are unique – be prepared to pivot if the feedback you receive makes sense to

improve your program’s chances of success – again make sure all of your partners are on

board with proposed improvements.

Have a detailed plan in place for the immediate distribution of funds after the auction to

get the funds in the hands of your business community and non-profit partners as quickly

as possible.   
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CASH MOB FACEBOOK LIVE EVENT

A Cash Mob is a live online event during which shoppers can view and commit to purchasing select

items from a given merchant via a live-streamed video. After the event, the merchant will follow up

to collect payment and arrange for purchasers to get their items. The idea is similar to the online

auction but utilizes Facebook to host the shopping experience and requires the merchant to

coordinate payments and exchange of goods. Below are some options to consider prior to launching

the effort: 

1 / SCHEDULE THE EVENTS
Think about the times and days that will work well for the event and determine its frequency - Do

you want to host a Cash Mob weekly, monthly, or do one and be done? Trinidad opted to do a

weekly Cash Mob every Friday evening throughout the summer from 6 to 8pm. Think about how

many businesses could benefit from the event and the types of businesses that have inventory that

would work well. 

2 / RECRUIT BUSINESSES
Use as many media outlets to get the word out about the event and reach out to individual

businesses to solicit interest in the event. Have a calendar ready and schedule the businesses for the

day that works best for them. 

3 / PREP
Assemble a small group to assist with the live event. At a minimum, you will need one person to take

the video, one person in charge of the Facebook chat feed to answer questions and get purchasers'

contact, and two people completing sale details in a spreadsheet that has all of the items for sale.

One person can fill in contact information for odd numbered items and the other person can fill in

even numbered items.

4 / PROMOTE
Publicize and promote the events and provide business owners with promotional material to market

their specific event. After the event, post the recorded video to Facebook so people who were not

able to attend the live event are able to make a purchase. 

5 / PROVIDE ASSISTANCE
Help the store owner with coordinating times and location for people to pick up their items.
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OUTDOOR MARKETS

Prior to moving forward with

programming events, assess the risks

associated and determine if you are

able to implement public health

measures effectively. Think about your

event space and see if you are able to

increase the event's footprint. Make

sure you are working closely with your

public health office and know the

latest  guidelines on physical distancing

and design the space accordingly. The

tips on the following page should help

you plan a safe event.   

2 / HYGIENE

Require mask wearing

3 / MASK UP

Plan for sanitation stations 

4 / COMMUNICATION

Strategies for on-premise messaging

5 /  SIGNAGE

6 / FLEXIBILITY

Learn and adapt as you go

1 / LAYOUT

Design your market space for physical
distancing

Below are a few ideas worth
considering prior to moving forward
with your ourdoor market: 

Strategies for communicating new protocols

A MAIN STREET INNOVATION IN
HUGO & MEEKER



Add a minimum 6-foot space between booths.

If possible, create a single line of booths. If you have to create a double row, create a wide one-

way lane between the two sides and help direct foot traffic flow. 

Have clear markings to indicate vendor and customer zones and pathways. 

Create an entrance and exit using ropes, cones and tape. This will allow you the limit the number

of people in the market at one time. 

Place the information booth near the entrance in an easily accessible location.

Meeker had a To-Go booth that allowed customers to pick up food orders from local restaurants.

Try and locate this booth in an area that is removed but adjacent to the market.              

1 / LAYOUT
When designing your market space, create a layout that permits physical distancing at all times.

Define safe layout and spacing for vendor stalls and circulation routes based on local guidelines. If

possible, expand your market's footprint into adjacent streets to relieve crowding. Other tips include:

2 / HAND & SURFACE HYGIENE
Look to improve hand hygiene and sanitation throughout the market by providing handwashing

stations in locations that are easily accessible for customers. Additionally, provide disinfecting wipes

or sprays to vendors or encourage them to bring their own to disinfect high-touch surfaces such as

touchscreens, tables, etc. It is also recommended to create a protocol on how food/ products are

handled at the market. Encourage vendors to pre-bag food and pre-weigh produce and don't allow

for food sampling. For monetary transactions, encourage vendors to reduce the number of touches

but utilizing digital payment methods if feasible.          
 

3 / MASK UP
This is a simple one- Require all vendors and customers to wear masks at the market.  

4 / COMMUNICATION
Once you have developed your market protocols, make sure you are communicating frequently with

vendors and customers via email and social media well in advance of the market event. Ensure

participants have the most up-to-date information on safety and best practices on preventing

transmission.     

5 / SIGNAGE
Use signage to remind customers about physical distancing, mask requirements, location of hygiene

stations, and adjusted operations such as traffic flow patterns.       

6 / FLEXIBILITY
 Take note of what worked well and what didn't work and adjust accordingly. 
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