
Think Beyond the Bin!
How to Host a Swap 

Planning

A swap is a gathering that encourages people to exchange and trade items they no long
want or need for something new! Swap events are great opportunities to share stuff,
save money, reduce waste, and build community. Use this guide to plan a swap event
with friends, family, and neighbors.

1 Decide what items will be exchanged.

Choose a theme or category for items to be exchanged. 
Will you trade clothing, books, toys, home decor, kitchenware, etc.? 
Or will you have a general swap, where people can trade anything from
clothing to knick-knacks? 

Decide your theme or category early so you can inform attendees of what to
bring. 

2 Determine audience, time, and place.

Audience 
Is the swap for a small, familiar group such as friends and family? 
Is the swap for a larger, public audience such as your neighborhood, place
of work, school community, apartment complex, or place of worship?

Time 
Choose a date and time that works for your audience. 
Allow enough time (2-4 weeks) for people to gather items to swap.

Place 
For a smaller, familiar audience - consider hosting where you live.
For a larger, public audience - consider hosting at a park, community
center, apartment complex communal area, library, school, or place of
worship. 
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3 Set guidelines.

Determine what’s acceptable to swap and what’s not. Consider the following
examples for guidelines by category:

Clothing - size, condition, season
Books - condition, genre, age-range
Toys - condition, age-range 

Establish a fair and simple system for exchanging items during the swap.
For a smaller, familiar audience - Know your audience. “Rules” for trading
may or may not be needed.
For a larger, public audience - Consider setting limits from how many items
individuals can bring and/or take. Use a ticket system, where participants
receive one ticket for each item they bring. These tickets can then be used
to “buy” items from others.

Develop a plan for “leftover” items.
Will attendees be asked to take leftover items home?
Are there options to donate leftover items? If so, who will be responsible
for donations?
Will low-quality items need to be disposed of? Consider arranging Call-2-
Haul service for items that cannot be salvaged following your event.
Please don’t leave trash on the curb.      

Promoting

4 Encourage attendance with engaging promotion strategies.

Tailor outreach strategies to your audience.
Friends and family: word-of-mouth, texts, emails, direct messages 
Neighbors or co-workers: flyers, posters, emails, social media
Public: flyers, posters, social media, event website

Use 2-3 promotion strategies to maximize outreach. 
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5 Clearly communicate swap details and guidelines.

Share details and guidelines established during the Planning phase with invitees.
Time and place
Theme or item category
Acceptable condition
Limit on number of items
Trading system

6 Encourage guests to RSVP. 

Use RSVPs to determine what supplies and refreshments will be needed.
Send reminders to guests that RSVP to improve attendance.

Hosting

7 Organize your swapping space.

If using an item limit or ticket system, establish a check-in space where attendees
can have their items counted and receive tickets. 
Set-up a sorting area to organize items based on categories (clothing, books,
home items, etc.).
Use clothing racks, bins, or tables to encourage easy browsing. 
Keep pathways clear to ensure your space is accessible to all.
Consider using labels to denote helpful information such as sizing, age-range,
reading-level. 
If needed, ask for volunteers to assist with check-in and organizing. 

8 Create a fun and welcoming environment.

Offer snacks and refreshments.
Curate an upbeat playlist.
Facilitate games, such as swap B.I.N.G.O or a scavenger hunt.
Set-up a photo booth and encourage guests to take pictures of their finds.
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9 Wrap-up your event.

Thank guests for attending!
Offer a last-chance “swapportunity” for unclaimed items and encourage guests to
take extra items home. 
Provide reused bags or boxes for attendees to transport their items home.
Donate leftover reusable items via local shelters, charities, thrift stores, and
sharing networks OR save items for your next swap.
Arrange to dispose of non-reusable items via garbage, self-haul, or Call-2-Haul
services. 
Optional: To measure impact, consider weighing selected items, leftover donated
items, and/or disposed items.   

Questions? Contact us! 

Tacoma Environmental Services
Solid Waste Management
Phone: (253) 502-2100
Email: solidwaste@tacoma.gov
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https://tacoma.gov/government/departments/environmental-services/solid-waste/garbage/
https://tacoma.gov/government/departments/environmental-services/solid-waste/garbage/#self-haul-garbage-service
https://tacoma.gov/government/departments/environmental-services/solid-waste/call-2-haul/

