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To Do List
	
	
	

	
	
	
	
	

	
	Task
	Date
	Volunteer
	Completed

	
	
	
	
	

	
	Choose the date(s) of the fundraiser
	
	
	

	
	Pick a location
	
	
	

	
	Create a schedule of dates (include start/end dates and any milestones)
	
	
	

	
	Create and maintain a “Master To Do” list for the project
	
	
	

	
	Set fundraising goals (financial, good-will, promotional, and so on)
	
	
	

	
	Develop a budget
	
	
	

	
	Set prices for admission and sale items
	
	
	

	
	Gather a committee of volunteers
	
	
	

	
	Create a contact list of volunteers and participants
	
	
	

	
	Hold a kick-off meeting with committee heads and volunteers
	
	
	

	
	Advertise the fundraiser (create brochures and event information forms)
	
	
	

	
	Create registration forms (including permission slips for minors)
	
	
	

	
	Create order forms and matching funds forms
	
	
	

	
	Apply for permits and licenses
	
	
	

	
	Purchase supplies (prizes, paper goods, decorations, and so on)
	
	
	

	
	
	
	
	


