Time Line Worksheet

	Deadline
	Task Description
	Person Assigned
	Status

	
	
	
	

	
	Recruit and build team
	
	

	
	Select event type
	
	

	
	Revise committee based on event
	
	

	
	Hold first committee meeting

Break group into sub committees

Assign tasks/roles
	
	

	
	Set goals
	
	

	
	Establish initial budget
	
	

	
	Establish meeting schedule and committee communications
	
	

	
	Research potential dates for event
	
	

	
	Research potential sites for event
	
	

	
	Select date
	
	

	
	Book site
	
	

	
	Identify volunteer needs
	
	

	
	Recruit volunteers
	
	

	
	Subcommittees research major expenses
	
	

	
	        Music/Entertainment
	
	

	
	         Food and Beverage
	
	

	
	         Printing and publicity
	
	

	
	         Decorations, prizes, etc
	
	

	
	         Other…
	
	

	
	         Other…..
	
	

	
	Revise budget
	
	

	
	Secure contracts with service providers – including discounts and/or donations
	
	

	
	Establish publicity/promotion plan
	
	

	
	Create initial outline of event details
	
	

	
	Create sponsorship package
	
	

	
	Identify potential sponsors and create contact plan 
	
	

	
	Secure sponsors
	
	

	
	Secure cash donations
	
	

	
	Revise budget
	
	

	
	Create initial promotional materials
	
	

	
	Set advertising rates and identify potential advertisers
	
	

	
	Approach and secure advertisers
	
	

	
	Revise budget
	
	

	
	Begin to prepare program
	
	

	
	Research and apply for permits, licenses
	
	

	
	Prepare press releases/press kits
	
	

	
	Send invitations, sell tickets
	
	

	
	Set menu
	
	

	
	Select gifts, prizes, awards
	
	

	
	Confirm VIP/celebrity status and promote/press release this
	
	

	
	Accept registrations, RSVPs, track ticket sales
	
	

	
	Maintain control over funds collected and deposited in bank
	
	

	
	Select decorations – (rent/buy)
	
	

	
	Finalize program book contents, design, ads and have printed
	
	

	
	Ensure volunteer numbers and roles
	
	

	
	Prepare and set volunteer orientation plan
	
	

	
	Finalize transportation details for volunteers, participants, equipment, goods, food/drinks
	
	

	
	Confirm all permits, licenses and insurance have been obtained
	
	

	
	Revise budget with ticket sales, expenses, revenue updates
	
	

	
	Promote event, involve media
	
	

	
	Finalize ‘day of’ set up plan and volunteers
	
	

	
	Finalize clean up plan and volunteers
	
	

	
	Confirm registration plan and supplies, volunteers
	
	

	
	Create any day of materials: registration kits, press kits, participant kits, goody bags, etc
	
	

	
	Create signs for day of event
	
	

	
	Meet with service providers to go over final plans/numbers
	
	

	
	Confirm site set up time and layout
	
	

	
	Hold committee meeting to review ‘day of’ event plan
	
	

	
	Prepare money issues and handling: petty cash, credit card machines, money boxes, money storage
	
	

	
	List and plan for all day of volunteer needs: clothing, food, room to meet
	
	

	
	Prepare all registration/participant lists, nametags
	
	

	
	Confirm all speakers and timing
	
	

	
	Provide updated detailed event plan to committee members
	
	

	
	Last minute event plan and site walk through
	
	

	
	Post event committee meeting
	
	

	
	Reconcile all expenses, revenues, budget
	
	

	
	Communicate success/Recognize and Thank: participants, sponsors, volunteers, advertisers, suppliers
	
	

	
	Evaluate event and decide on whether it will be held again
	
	

	
	Take money and tax receipt info to POGO
	
	

	
	Create a binder with all information, reports, receipts, budgets, participant, volunteer lists, sponsors, evaluation, recommendations
	
	

	
	Congratulate yourself – Celebrate!
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


