SHERIDAN COMMUNITY MARKET
Summary Report presented by Sheridan Community Market Steering Committee

This event was held in the Sheridan Recreation Center Parking Lot.
Planning began in earnest late May 2021 and the event was held Saturday, July 31, 2021.
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SHERIDAN COMMUNITY MARKET
Summary
Over the summer of 2021, Sheridan community members and partners organized and held an
outdoor market at the Sheridan Recreation Center. This project was discussed throughout 2020
and 2021 at the City’s CANDO (Community and Neighborhood Development Office) meetings.
The goals of this project were to address food insecurity in Sheridan, provide economic
opportunities to Sheridan residents, and to host an engaging community event for all residents to
enjoy. This report serves as an overview of the process that enabled an event like this to be
conducted.

Planning
Arapahoe Libraries hosted a community meeting
to propose the idea of a community market and to
establish a steering committee that would plan the
event. A steering committee was formed in early
May 2021 and was made up of various
community partners and residents of Sheridan.
The steering committee met Friday afternoons
every other week throughout the month of May
and increased to weekly meetings in June and July. These meetings typically lasted between one
and two hours.
Both English and Spanish-speaking individuals served on the Steering Committee. Interpretation
services were provided during each steering committee meeting through the Community Language
Cooperative (CLC). All forms and documents utilized during the permitting process and for
outreach were also translated for language accessibility. Working with outside agencies on having
translated documents was crucial for maximum participation and inclusion.
The steering committee agreed that starting the planning phase sooner would be very beneficial
for future community markets. While it was desired to secure a farmer for the Sheridan Community
Market, given the timeframe the steering committee was working within, this was unachievable.

Documents Created by the Steering Committee
All documents created by the Steering Committee were available in both English and Spanish.
Future Steering Committees should take this into consideration to help boost participation and ease
the process for all involved. The list is as follows:
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•

Market Fliers/ Promotional Materials (Appendix A)

•

Vendor Registration Survey (Appendix B)

•

Vendor FAQ (Appendix C)

•

Sales Tax Guidelines (Appendix D)

Permitting and Agreements
Unbeknownst to the Steering Committee, food markets and events require several permits. The
following section will review different permits the market and vendors had to obtain to participate.
This list is all encompassing for the event that was hosted in July of 2021, but policies and
procedures frequently change which is why titles of contacts within organizations are also
provided to give future committees points of contact should questions arise.
•

A Temporary Food Event
Permit from Tri-County Health
Department was needed. TriCounty requests these permits
be submitted at least two weeks
before the event to allow
adequate

time

for

review.

Additional information and the
application can be found here
(https://www.tchd.org/444/Temporary-Food-Events). This type of permit applied
specifically to the Sheridan Community Market because of the partnership with a local
non-profit and the one-time occurrence of this event. The Steering Committee coordinated
with Tri-County Health Department’s Environmental Health Field Supervisor; this
individual would be a great contact for coordinating an ongoing event in the future.
This permit typically costs $165. An event is exempt from fees if the event coordinator is
a 501c3 nonprofit and the event is a benefit for that nonprofit.
The nonprofit can do whatever it chooses to with the proceeds, including turning them
directly back over to vendors. That is what the partner non-profit chose to do for this event.
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Tri-County Health Department requested a list of all prepared food vendors. They
contacted vendors to provide food safety guidance and answer food safety questions.
Were vendors not exempt, they would individually be responsible for filling out a
Temporary Food Event Vendor Application that application can be found here:
(https://www.tchd.org/DocumentCenter/View/336/S-403-Special-Food-Event-VendorApplication?bidId=). As Tri-County Health Department does not make any of these
documents available in Spanish, the Sheridan Community Market Steering Committee
decided to translate all forms so Spanish-speaking vendors would have access to the public
health guidelines outlined in the form.
•

A Facility Use Agreement was made with Sheridan School District #2 in preparation of
utilizing the Sheridan High School’s drive aisle and High School facilities including water
fountains and restrooms. Due to an unanticipated construction project the Community
Market was unable to utilize the drive aisle the day of the event and was relocated to the
Sheridan Rec. Center for the market but maintained use of the High School’s facilities.
All fees were waived by the Chief Operating Officer for this agreement. They informed
the Steering Committee that typically use of these facilities and janitorial staff would cost
$35/hour. A certificate of insurance was also requested by the School District. This was
provided by the partner non-profit.

•

Given the sudden change in location that needed to take place, the Steering Committee
worked with South Suburban Parks & Recreation to utilize Sheridan Community Park
and parking lot at the Rec. Center as the alternate location. South Suburban graciously
waived all fees associated with this event. On South Suburban’s website it indicates the
fees associated with using this space would have been approximately $88.

•

Multiple permits and licenses were needed from the City of Sheridan. The steering
committee recommends working closely with the City Manager, Business License
Administrator, City Planners, and the Sales Tax Administrator to obtain proper
licensing and tax information for future events.

3

SHERIDAN COMMUNITY MARKET
•••

Permitting Process
The Steering Committee worked closely with a City Planner to acquire a Temporary Use Permit
for use of the site for the Sheridan Community Market. This permit typically costs $25; the City
of Sheridan waived this fee.

A banner was placed at Sheridan City Hall promoting the date and location of the event. A
Temporary Sign Permit was filled out and reviewed by staff for location of the banner. There
was a $10 fee associated with this permit and the City of Sheridan waived this fee as well. A
Temporary Sign Permit is valid for 90 days.
On July 14th, 2021 the City of Sheridan hosted a licensing day. This event invited all vendors who
wished to participate in the Sheridan Community Market to City Hall for a one-stop-shop for
licensing and food safety information. Each vendor met with the City’s Tax Administrator and
Business License Administrator to apply for and received a sales tax and business license. Business
licenses usually cost $75 per vendor and the City of Sheridan waived these fees for the event,
creating a temporary business license specific to the event. The Sales Tax Administrator explained
how to fill out a tax return both online and on a paper copy and answered vendors’ questions
related to sales tax collection. Tri-County Health Department was also present at the licensing day
event, and answered vendors’ questions and handed out flyers outlining food safety requirements.

Promotion
Promotion was key to making the Sheridan Community Market successful and presents one of the
biggest opportunities for growth in future markets. The Steering Committee took to a few different
avenues to help promote this event:
•
•
•
•
•

Spreading the word through various community partners and social media
Email updates were sent from the Steering Committee to the community
The Steering Committee—especially—residents played a huge role in promoting this event
by talking to their friends and family about it
An ad was placed in the Englewood Herald
Fliers were distributed from both food banks within the City of Sheridan—Sharing with
Sheridan and Sheridan Rising Together for Equity’s Food Bank.
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A banner placed on the front lawn at City Hall was also used to promote the event.

Budget and Costs
Given the pilot status of the Sheridan Community Market the Steering Committee endeavored to
provide everything needed to conduct this market. Attached below is a copy of the Sheridan
Community Market budget as recorded by Arapahoe Libraries. Future Steering Committees could
modify the budget to bring it closer in line with their financial constraints.

City of Sheridan
Fees waived for Vendors
Number of Vendors

15

Fee per Business License

$75

Time and labor

$705

Total

$1,830

Banner Permit Fee

$10

Temporary License Fee

$25

Grand Total

Expenditure

$1,865

Original/Board-approved
Budget

Revised
Estimate*

Tables

Borrowed from Sisters of
Color/Sharing with Sheridan

Picnic Tables

6 tables, 6 umbrellas, 6 stands

$450

Delivery Charge

Chair Rental

$150

Portable Toilet(s)

Using school facilities

Balloons

Party City

Trash Cans

ALD Facilities

$0

Custodial Costs

SSD2 waiving fee

$0

Signage

FedEx Kinko's - 2 posters for
welcome tables

$69

Outsource Printing - Flyers

375, double-sided, full color

$261

City of Sheridan Banner
Permit

City waiving fee ($10)

$0

City of Sheridan Temporary
Use Event Permit

City waiving fee ($25)

$0

$0

$0
$38
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Bounce House

5280 Jumpers, includes delivery and
generator

Canopies

(12) 10x10 canopies and weights

Horse Trough

bottled water

AV Equipment for music

Borrowing from Events team

Language Interpretation
Services

Paid for by Arapahoe Libraries

Books - Giveaway

CFLS

Bottled Water/Ice

King Soopers

Breakfast

Panera

$283

Lunch

Groundwork Denver Blue Team

$135

Lunch

City of Sheridan Permitting Day (714-21)

$102

Miscellaneous Supplies

Target

$355
$1,440
$20
$0
$5,355

$41

$20

TOTAL

$8,719

Many of these costs could be adjusted to fit a tighter budget by asking for vendors to provide their
own canopies and chairs as well as working closely with local community groups to help provide
some of these items at low or no cost.

Vendor and Steering Committee Feedback
The steering committee conducted a survey the day of the market to gather vendors feedback on
ways they thought the market could be improved. Included below are aggregated responses to the
questions asked in the survey:
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What did organizers of Sheridan Community
Market do well?
6%
13%

38%

31%

12%

Organization

Communication

Providing Supplies (Tables/Chairs/Canopies)

Day of Setup (Blue Team)

Waiving Fees

From this chart you can see that most vendors really appreciated the supplies provided by the steering committee, with the
organization of the event coming in second.

What could organizers of Sheridan Community
Market do to better support you?
Being allowed to cook meat

1

More frequent events

1

Better promotion

3

More visible location

3

Better point of contact for vendors

1

More flexible meeting schedules

1

More communication (weekly updates?)

2

0

1

2

3

The results of this question were very telling. With the quick change of location of the market many said they had wished the
location was more visible and that the event had been better promoted. More communication from the steering committee to
vendors would have been very beneficial.
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Would you be willing to pay for a booth if fees
were associated with this event in the future?

6%
19%

Yes
No
Other

75%

Most vendors expressed an ability to pays fees for a booth for future markets. One vendor said it would depend on the cost.

The anonymous survey results from the steering committee are attached to this report and a few
key items to take away from the survey include:
•

Many members felt that the purpose of this market was to create a space for neighbors to
reconnect after a tough year and to create economic opportunities for the community. One
member wrote they felt the purpose was to provide better food access to the community.

•

Most members felt that a steering committee was the best planning route to ensure
maximum community input. Other members recognized the benefits of both a steering
committee and an event coordinator and suggested utilizing a hybrid approach where the
event coordinator could report to the steering committee during the planning period.

•

Most members had a lot to say about how to improve the planning period of the market.
Some suggested firmer deadlines for vendors to ease some of the planning process. A better
understanding of the food safety requirements to alleviate confusion when signing vendors
up would be helpful. Another common theme was starting the planning period earlier to
allow for more meetings, promotion, education, and to secure more vendors for the event.
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Some day-of event recommendations included a better location for the “home base” table
for guests to have a better understanding of what is for them and what is for people working
the event. Having volunteers clearly understand their goals and expectations for the event
would improve the guest experience.

Recommendations from the Steering Committee for Future Markets
While the Sheridan Community Market Steering Committee was very proud of the event they
hosted, and the community seemed to have great things to say about the event, there are still a few
recommendations that the Steering Committee, the community, and vendors have proposed for
future markets:
•

Start planning sooner—
securing enough vendors
and talent to attend the
event

can

take

much

longer than you think.
•

Securing

a

farmer

earlier in the process
(start calling in the winter)
and time future markets
better so community members could sell fresh produce from private and community
gardens.
•

Consistent messaging for vendors from the Steering Committee—messaging was
changed multiple times for vendors after conversations with Tri-County Health
Department. We did not realize that a 501c3 nonprofit could apply as the event coordinator
with a different set of requirements for vendors.

•

Utilize the Cottage Foods Act—An alternate suggestion was to limit items for human
consumption to items that can be sold under the Cottage Foods Act. These items pose less
risk of foodborne illness than prepared foods and are subject to less regulation.

•

Maintain community input and local feel regardless of changes to planning framework
(steering committee or event coordinator).
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•

Continue to create economic opportunities for Sheridan residents beyond just food options.

•

Supporting community education—(in both English and Spanish) around running and
incorporating a business, pricing items, cash handling, tax liability, food safety guidelines
etc. so that potential vendors are better resourced and more aware of their obligations
before committing to participate.

•

While the Sheridan Community Market was a HUGE success there were some lessons
learned on the day of:
o Putting the “home base” station (restocking supplies, refreshments for volunteers,
etc.) away from the guest “welcome area”
o More signage for finding the market
o Greater role clarity for market volunteers
o A designated Master of Ceremonies (An event leader there to answer any and all
issues that may arise)
o A designated space for music and dancing
o Greater variety in the types of items sold

These considerations could largely take place during the site plan design for the temporary use
permit alleviating last minute decision-making.

Conclusion
The Sheridan Community Market was a huge success, and all volunteers and participants had a
blast helping make this dream a reality. This type of event is something that many within the
community have been asking for—for a long time. With community support and designated
funding this market could become self-sufficient and a great summertime event for the community.
By utilizing this report as a decision-making guide and the lessons learned throughout the pilot
event a future Sheridan Community Market could easily be held again.
This event was truly a community effort and so we would like to thank all those involved in
planning, volunteering, and participating the Sheridan Community Market. We would like to
acknowledge the following individuals and organizations who were strongly involved in making
this event a reality:
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Appendix A
Promotional material for the Sheridan Community Market licensing day, it was provided in both English and Spanish.
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Appendix B
A registration survey for vendors to sign up for the Sheridan Community Market
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