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Organize committees and assign duties
Number and type of committees
	Executive
		Elect Chair, Secretary, Treasurer
		Coordinate committee meetings
			Prepare timetable
				12 months
				9 months
				6 months
				3 months
				1 month
				2 weeks
				1 week
	Financial
		Determine budget
		Contact local businesses regarding sponsorship opportunities
	Registration
		Create forms
		Determine mailing schedule
		Process and track completed forms
Scheduling
Select date and location
Contact Chamber of Commerce for possible conflicts with other events
Contact City officials for site location approval
Complete license/permits (Requires minimum of 30 days to process)
Festival Events
Contact vendors
	Mail registration forms
	Prepare list of setup requirements
	Provide accommodation information
Plan and organize Friday Schedule
Plan and organize Saturday Schedule
Staffing/Volunteers
	Determine schedule and number of shifts
	Determine number of volunteers needed
	Schedule orientation
	Create list of volunteers and contact information
Publicity/Marketing
	Newspaper
	Radio
	Television
	Print materials
	Signage
Novelties
Select artist/design
Order t-shirts, caps, plastic bottles, etc.
Determine price for each item
Maintain inventory
Setup booth and schedule volunteers
Parking/Transportation
Safety/First Aid
Follow-Up
	Evaluation forms
		Attendees
		Volunteers
		Vendors
		Exhibitors
		Committee members
	Thank you notes
Festival Planning Guide		Page 1
