VIII. SAMPLE PROJECT TIMELINE
	
	Week 1
	Week 2
	Week 3
	Week 4
	Event Date

	Organizing Committee    - Who is on it?                  - What are their jobs?         - Who is the leader?
	
	
	
	
	

	Budget Committee           - How much do you want to raise?                      - How much will the things you need cost?                   - Where will the money come from?
	
	
	
	
	

	Fundraising                     - Are you going to make donations?                      - Are you going to ask others to give?                 - How much will you ask for?
	
	
	
	
	

	Volunteers                 How many people do you need?                What do you need them to do?                            When do you need them to work?
	
	
	
	
	

	Publicity
	
	
	
	
	

	Food & Drinks
	
	
	
	
	

	Equipment/Materials
	
	
	
	
	

	Decorations
	
	
	
	
	

	Money Handling
	
	
	
	
	

	Set-up
	
	
	
	
	

	Clean-up
	
	
	
	
	

	Thank you letters
	
	
	
	
	

	Recognition
	
	
	
	
	


