
EVENT PLANNING TIMELINE

Find all of the Shop & Taste Resources by at https://newmexicofma.org/shop_and_taste.php

Requirements:

● Register: and get approval for funds to host a “Shop & Taste” event at your
farmers' market by filling out this form

● Understand: food sampling at yourmarket.

● Obtain: a one-time food permit from the NMEnvironment Department

● Invoice: for reimbursement from the NMFMA requires a short paragraph report
and a few photos of the event.

Timeline:

We'vemade a sample timeline to help you stay organized and on top of planning your
event from six weeks out to the day of. Usewhat works for you and yourmarket.

SixWeeks Prior to the Event

● Now is the time to contact and schedule with a local chef or organization that will be
participating in the event (if you haven't already). Make a clear plan as to whowill be doing
the planning and prepping and purchasing. It is recommended to work with a partner who
has a Certified KitchenManager’s license and has experience preparing and serving food
in an outdoor venue.

Here are some resources for serving food to the public at farmers markets:

● ABQ. Street Food Institute: How ToHost A Tasting Event- slideshow

● Food Sampling at Farmersmarkets- webpage

● Temporary Food Establishment permit from theNMEnvironment Dept- Example
Food Tasting Booth Setup (Simple Example)

https://newmexicofma.org/shop_and_taste.php
https://wkf.ms/3VffC5V
https://www.newmexicofma.org/food_sampling_at_farmers_mark.php
https://www.env.nm.gov/foodprogram/wp-content/uploads/sites/8/2023/07/Temporary-Food-Establishment-Application-_03212016-Final-Rev-03.pdf
https://www.env.nm.gov/foodprogram/
https://docs.google.com/spreadsheets/d/101qdKsPuq_B6QghQ_FwCTgQZiZcaFHSkSUAb-ccIpDI/edit?gid=0#gid=0
https://www.newmexicofma.org/docs/ABQ_Street_Food_Institute_-_Food_Demo_Safety_Tips.pdf
https://www.newmexicofma.org/food_sampling_at_farmers_mark.php
https://www.env.nm.gov/foodprogram/wp-content/uploads/sites/8/2023/07/Temporary-Food-Establishment-Application-_03212016-Final-Rev-03.pdf


FiveWeeks Prior to the Event:

Plan theMenu: The demonstration doesn’t have to be
complicated.

● Featuring a sampling of a food that is less familiar to
the consumer and also available at yourmarket is a
great way to introduce customers to new items
without having a full cooking demo.

● For uncommon ingredients, provide asmuch
information about the food as possible. Items like kohlrabi, eggplant, or other
unfamiliar produce can be exciting for customers to learn about andmight
become a new favorite food that brings customers coming back to yourmarket!

● Think of seasonal produce and ease of preparation and serving.
● Keepmenus approachable. Use commonly known cooking techniques to highlight

produce at its peak of seasonality (and lowest cost) while encouraging guests to
challenge their culinary skills.

● Make the tastingmenu simple. If you’re doing a cooking demo, themore complex
a recipe is, the higher the foodborne illness risk.
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Gather items for your event

● A canopy (or two) to cover the prep and serving station

● A hand-washing station

● Sanitizing station to keep things clean during the event.
A small washing setup: a basin for washing with soap,
rinsing, and sanitizing small wares. The easiest solution
is a portable table with bus tubs.

● Cooking station: depending on the menu you’ll need outdoor
cook and prep area

● Serving supplies for offering samples to market visitors.

● Apply for a Temporary Food Establishment permit from the NM
This permit is necessary to serve food to the public outside of an approved
establishment, even samples at the market!

FourWeeks Prior to the Event

● Plan for recipe ingredients youwill need from vendors

● Start event outreach and check out our Shop and Taste resources page for
customizable templates and ideas for marketing and customer outreach with
theMedia and Press Release Tool Kit

● Invite the chef to themarket tomeet with vendors and familiarize themself
with the event location

● Apply for a Temporary Food Establishment permit from the NM Environment
Dept.- permit application. See suggestion above

ThreeWeeks Prior to the Event

● Recruit volunteers to help on event day. For example, youmay need a
photographer to cover the event and/or more set-up and teardown support.
Communicate with all of your volunteers through an email or a Google doc, so
they can all knowwhen they need to arrive andwhat is expected of them.

● Plan the recipe andmake a list of recipe ingredients you'll need from vendors.
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https://foodsafetyclearinghouse.org/search-results?keywords=handwashing+station
https://www.amazon.com/Ggbin-Plastic-Commercial-Basin-3-Pack/dp/B07RFCJ6SB/ref=sr_1_13?crid=IT6HQ1BG5KL5&dib=eyJ2IjoiMSJ9.ldleqNd-g0qI8oVuMRt2SA3CPSvJ5ZP7HBeBJULlUya2OD4NWQRgfLhsp0_QqmRsxmH1MHR6A7HabxWR66mOZZdwfEkoPeJqoC86TfYb2tTIONOfFXUgT0uNULGvnKuyoiBzGOibMsMvSVf7BsbsIzupvK32zdFpBWYsI8duRT2snXSl_p7VqCmt3QUUOmh2aThN9ktywYnmjJHNuNen_FTUSzAy8Ki1s8rEPxLg2tQ.CYwnevahPoiuX85zsyDgcSfAoGFjozHoQr7WmA2Gzl8&dib_tag=se&keywords=bus+tubs&qid=1718819220&sprefix=bus+tubs%2Caps%2C198&sr=8-13
https://www.env.nm.gov/foodprogram/wp-content/uploads/sites/8/2023/07/Temporary-Food-Establishment-Application-_03212016-Final-Rev-03.pdf
https://www.newmexicofma.org/food_sampling_at_farmers_mark.php
https://www.newmexicofma.org/resources_library.php
https://www.newmexicofma.org/docs/Shop_and_Taste_Media_and_Press_Toolkit.zip
https://www.env.nm.gov/foodprogram/wp-content/uploads/sites/8/2023/07/Temporary-Food-Establishment-Application-_03212016-Final-Rev-03.pdf
https://www.env.nm.gov/foodprogram/wp-content/uploads/sites/8/2023/07/Temporary-Food-Establishment-Application-_03212016-Final-Rev-03.pdf


TwoWeeks Prior to the Event

Make sure you have everything ready for the recipes:

● Use these templates to customize and print recipe cards and table placards

● Confirmwith vendors whowill be supplying the food for the demo that they
harvest enough for the tasting event and for market sales that day

OneWeek Prior to the Event

● Confirmwith chef, vendors and volunteers to help with set up and photos.

Day of the Event

Booth set up:

● Canopy
● Handwashing station
● Cooking/prep/plating station
● Serving station
● Trash can

Capture your event with photo and/or Video: check out this
Photo Shot List and capture some shots of your event.

Shopwith customers: Shopwith the participants around the
market. Offer suggestions onwhich produce items pair well
together.

Prep &Cook: Prepping is an important part of the demonstration. Educate your
customers about how produce is washed and stored prior to cooking and serving.
Food prep can be daunting whenmarket shoppers encounter new foods.

Tasting:Use single-service items to distribute tasters to customers. Examples are
paper plates, cups, napkins, plastic utensils, wooden sticks, or toothpicks. The
customer can then dispose of single service items once the sample is consumed.
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https://newmexicofma.org/shop_and_taste.php
https://www.newmexicofma.org/docs/Shop_and_Taste_Story__Photo_Shot_List.pdf


After the event:

● Send us an invoice , a short paragraph describing the
event , and a few photos of the event along with this
general invoice (or use your own) for funds
reimbursement from the NMFMA

More ideas for the event:

● Showcase Double Up Food Bucks resources and signage and featuremenu
items that can be purchasedwith Double Up Food Bucks

● Partner with a certified health educator (like a home economist or ICAN
educator from your local Cooperative Extension office) to bring nutrition in to
themenu

● Give customers the option to sign up for GoodFoodNM text messages. Display
GoodFoodNM signage at the event.

● Have a clipboard with a sign-in sheet or a notebook to gather customers'
names and email addresses, so they can be included in amailing list.

NeedHelp?

If you have questions about "Shop and Taste" events at your
market, including how to apply to participate, be eligible for
reimbursement, andmuchmore, please contact:
AndreaWarnerMarket Manager Liaison
Andrea@FarmersMarketsNM.org.
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https://docs.google.com/spreadsheets/u/0/d/101qdKsPuq_B6QghQ_FwCTgQZiZcaFHSkSUAb-ccIpDI/edit
https://docs.google.com/spreadsheets/d/101qdKsPuq_B6QghQ_FwCTgQZiZcaFHSkSUAb-ccIpDI/edit?gid=0#gid=0
https://docs.google.com/spreadsheets/d/101qdKsPuq_B6QghQ_FwCTgQZiZcaFHSkSUAb-ccIpDI/edit?gid=0#gid=0
mailto:Andrea@FarmersMarketsNM.org

