Event Timeline:
	Due Date
	Done
	Major Checkpoint

	 
	 
	Set Event Details

	 
	 
	Budget

	 
	 
	Set Attractions and Events

	 
	 
	Create Task List

	 
	 
	Volunteer Search Email

	 
	 
	Create Event Info Sheet

	 
	 
	Confirm Event Schedule

	 
	 
	Confirm Volunteers

	 
	 
	Confirm Volunteer Schedule

	 
	 
	Confirm All Vendors

	 
	 
	Create Vendor Contact List

	 
	 
	Make All Purchases

	 
	 
	Reflection

	 
	 
	Thank Volunteers

	 
	 
	Thank Vendors


 

