
Event Timeline

Assignee:

Support:

Due Date:

Materials Needed:

Reserve Location and 
Decide Time of Event

Assignee:

Support:

Due Date:

Materials Needed:

Create Promotional 
Materials

Assignee:

Support:

Due Date:

Materials Needed:

Advertise Event

Assignee:

Support:

Due Date:

Materials Needed:

Create List of Needed 
Resources

Assignee:

Support:

Due Date:

Materials Needed:

Gather and Make 
Decorations

Assignee:

Support:

Due Date:

Materials Needed:

Gather Any Additional 
Resources

Assignee:

Support:

Due Date:

Materials Needed:

Select Set-Up and Clean-Up 
Crew and Assign Duties

Assignee:

Support:

Due Date:

Materials Needed:

Select Day-of-Event 
Experts
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