1 Week Before

· Meet with all committees for last-minute details

· Finish phone follow-ups

· Confirm number attending

· Finish seating/table arrangements

· Hold training session with volunteers; finalize assignments

· Secure two or three volunteers to assist with emergencies

· Finalize registration staff

· Distribute seating chart, assignments to hosts/hostesses

· Schedule pickup or delivery of any rented or loaned equipment

· Double-check arrival time and delivery times with vendors

· Reconfirm event site, hotel, transportation

· Deliver final scripts/ timelines to all program participants

· Finalize catering guarantee, refreshments

· Confirm number of volunteers

· Make follow-up calls to news media for advance and event coverage

· Distribute additional fliers

· Final walk-through with all personnel

· Schedule rehearsals

· Schedule volunteer assignments for day of event

· Establish amount of petty cash needed for tips and emergencies

· Write checks for payments to be made for the day of the event

