Event Planning Timeline

	Time
	Tasks

	
	

	6 to 12 months ahead



	· Schedule event

· Choose theme

· Set fundraising goal and ticket price

· Draft budget

· Identify and begin recruiting potential sponsors

· Identify and begin recruiting host committee

· Select venue and get cost estimates

· Select printer and get cost estimates

· Select caterer and get cost estimates

· Search for entertainment (optional)

· Compile mailing list

	
	

	3 to 6 months ahead

	· Begin calling committee members monthly

· Continue recruiting committee members

· Continue soliciting sponsors

· Design invitation

· Finalize mailing list

· Set menu

	
	

	2 months ahead
	· Print invitations

· Circulate invitations to committee members for their notes

· Begin calling committee members weekly

· Recruit volunteers to help at event

	
	

	6 weeks ahead
	· Mail invitations

	
	

	4 weeks ahead
	· Begin calling master invite list if committee members have not been assigned names

· Do walk-through at event site and finalize logistics

· Design event program

· Develop speaking program for event

	
	

	2 weeks ahead
	· Continue ticket sales

· Ask committee members for names and amounts of commitments


	
	

	1 week ahead
	· Continue ticket sales

· Give caterer guarantee

· Print event program

· Give seating or table assignments (if applicable)

· Train volunteers to staff registration

· Finalize attendee list for registration

· Confirm all logistics

· Hold final walk-through

· Schedule rehearsals

	
	

	Event day
	· Arrive at site early

· Set up registration

· Review details with caterer

· Hold rehearsal

· Review assignments with volunteers

	
	

	Day after
	· Send thank you notes to VIPs, event committee and donors

· Collect outstanding pledges


