[Insert Club Logo Here]

[Club Name] Fundraiser Critical Path


	Start Date
	Action/Project
	Task Assigned to 
	DONE

	October
	Update sponsorship package
	
	

	October
	Update Committee job descriptions 
	
	

	October
	Book venue
	
	

	October
	Email potential Committee members to confirm participation 
	
	

	October
	Determine Committee members roles and responsibilities 
	
	

	November
	Approach past sponsors
	
	

	November
	Form sponsorship committee and create prospect list – done at first Committee meeting
	
	

	November
	Form promotion and publicity committee and create media list
	
	

	November
	First Committee Meeting
	
	

	November
	Send sponsorship packages to sponsors 
	
	

	December
	Review social media plan  (refer to the Communications Schedule)
	
	

	January
	Second Committee Meeting 
	
	

	January
	Brainstorm Entertainment & Activities
Ie. face painting, games, etc. 
	
	

	January
	Brainstorm ideas for raffle prizes
	
	

	January
	Send an email to past participants informing them that registration is open
	
	

	January
	Follow-up with sponsors
	
	

	January
	Update all walk toolkits and marketing materials with National info/website
	
	

	January
	Focus on growing teams and corporate teams
	
	

	January
	Contact first aid services to arrange for volunteers to be onsite 
Ie. St. Johns Ambulance Service 
	
	

	January
	Speak with team captains and encourage fundraising
	
	

	January
	Continue to encourage registration and fundraising
	
	

	January
	Research entertainment options 
	
	

	January
	Determine if venue has power; if not a generator needs to be rented 
	
	

	February
	Determine if a Food Permit is needed for venue 
	
	

	February
	Purchase insurance if needed 
	
	

	February
	Contact Media Sponsors and develop promotional material 
	
	

	March
	Start recruiting volunteers
	
	

	April
	Determine and confirm entertainment, activities, prizes, etc. 
	
	

	April
	Order t-shirts if applicable 
	
	

	April
	Contact team leaders to help with final push for pledges
	
	

	April
	Make sure Committee members are assigned to pick all items required  
Ie – prizes, supplies, etc. 
	
	

	April
	Continue to follow up and confirm with sponsors
	
	

	April
	Create and prepare media kit
	
	

	April
	Create volunteer resources and packages
	
	

	April
	Order rentals if needed (tents, chairs, etc.)
	
	

	April
	Apply for any necessary raffle license 
	
	

	May
	Final committee meeting 
	
	

	3 weeks before

	Send out press release
	
	

	3 weeks before
	Have all signage created and printed 
	
	

	2 weeks before
	Final site visit
	
	

	2 weeks before
	Send volunteer job descriptions and schedule to volunteers 
	
	

	2 weeks before
	Finalize MC notes and event schedule
	
	

	2 weeks before
	Get float for raffle 
	
	

	Week of
	Pack supplies for each station
	
	

	Week of
	Create registration packages
	
	

	Post-event
	Schedule Wrap up meeting with committee
	
	

	Post-event
	Count money 
	
	

	Post-event
	Send Thank yous – sponsors, captains, participants, donors, volunteers, etc. 
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