MASTER TIMELINE
Event Name:
Event Date:
Members on the event team:

Six Months until event
· Complete Event Planning
· Determine a rough schedule for the event
· Decide on location
· Develop a rough budget
· Develop a rough timeline
· Fill out required paperwork (Event request, building usage, etc)
· Plan meetings
· Brainstorm event team 
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________


Four to six months until event
· Choose a theme (if applicable)
· Complete timeline
· Complete budget
· Develop or request promotional materials (Postcards, signage, etc)
· Finalize meeting dates
· Finalize event team
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________






Three months until event
· Begin distributing promotional materials
· Determine a schedule for the event
· Review any equipment/supplies needed and make or request any purchases needed
· Reserve any rental equipment necessary
· Secure any volunteers needed and assign jobs
· Create or request registrations to be set up
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________


Two months until event
· Review with team and follow up on any necessary items
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________


One month until event
· Go over every aspect on the event with team
· Tie up any loose ends
· Gather any supplies and equipment
· Make or purchase all signs and decorations
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________







Two weeks until event
· Review any registrations (If applicable)
· Confirm equipment/supplies needed and when they need to be available and set up
· Confirm with volunteers they are still committed
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________


Two days until event
· Review times, registrations, and supplies
· Set up for event (If the space is available)
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________



Day of event
· Pray
· Arrive early
· Have schedule on hand
· Set up (If not already)
· Direct any last minute volunteers
· Get photo release signed for any minors
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________
· ________________________________________________________________________


Within two weeks following the event
· Return any borrowed or rented items
· Put away all equipment
· Take down any signage
· Thank all volunteers (By text, card, or in person)








	
