[bookmark: _7v65rditt02g]Workback Schedule
5+ weeks before (Feb. to March 3):
· Confirm venue
· Get website live
· Start posting on social media (Facebook)
· Create sponsorship packages
4 weeks before (March 4 to 10):
· Figure out how to collect funds
· Continue to post on social media (Facebook)
3 weeks before (March 11 to 17):
· Create emergency response plan
· Sign venue contract
· Continue to post on social media (Facebook)
2 weeks before (March 18 to 24):
· Pay venue 25% deposit
· Collect sponsors for lanes
· Continue to post on social media (Facebook)
1 week before (March 25 to 31):
· Collect prizes for raffle
· Continue to post on social media (Facebook)
3 days before (April 1 to 4):
· Create sponsor logos for display
· Register teams (ongoing)
· Finalize number of teams
· Finalize number of volunteers and their roles
· Continue to post on social media (Facebook)
One day before (March 5):
· Second last social media post (Facebook)
· Finalize prizes
· Create Reception House information board
· Finalize budget
· Create “thank you to our sponsors” board
· Finalize number of sponsors
· Have two floats ready for if guests need change
· Make sure guests are aware of “no refund” policy
Day of event (April 6):
· Set up at venue
· Set up raffle table
· Set up Reception House info table
· Discuss duties with volunteer
· Last post on social media
· Welcome guests
· Assign lanes to guests
After event:
· Pay difference for venue
· Send food receipts to Boston Pizza’s head office
· Final written report

