
TIMELINE

3
MONTHS

1-2
MONTHS

2-3
WEEKS

1
WEEK

1-2
DAYS

DAY
OF

Choose and purchase any decorations or party favors.
Plan activities. games, or crafts you'll be offering at your event.
Determine what help, if any, you'll need and begin assigning volunteer roles.
Follow up with each of your vendors to confirm and finalize any details.

Follow up with any outstanding RSVP responses and determine your final headcount.
Plan your fundraiser Run of Show, write out the schedule of events, and volunteer 
assignments.
Stock your bar with necessary beverages.  For a 2-3 hour event serving alcohol, plan to 
serve 3 bottles of wine for every 4 attendees, or 3-4 drinks per guest.

Share day-of assignments and reporting times with volunteers.
Finish getting supplies and decorations together.

Plan to arrive at your venue 2-3 hours ahead of time to decorate and be available to 
answer questions as volunteers vendors begin to arrive .
Greet your attendees.
Have fun and enjoy your hard work!

Take time to catch your breath.
Send thank you e-mails or handwritten letters to attendees.
Report to attendees how much you have raised. If you know, you can share this during 
the event too!
Send all collected money and necessary paperwork to IDF.

Determine your budget & number of guests.
Choose a date and time, and reserve your venue.
Begin researching vendors.
Start soliciting event sponsors.

DAYS
AFTER

Choose a theme or color palette.
Send your invitations (If necessary, be sure to include an RSVP date at least one 
week before your event).
Finalize any necessary vendors like catering or entertainment.
Take inventory of supplies you have, and make a list of items you'll need .
Ask for in-kind donations for raffles, door prizes, or favors.

The timeline below is a suggestion.  Depending on the size of your event, you may have to alter the expected deadlines.  Larger 
events with more people requires additional time to coordinate, while smaller-scale fundraisers can be planned and 
implemented in shorter time frames.  Remember, if you need help, you can always reach out to diy@primaryimmune.org with 
any questions!
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