3 to 6 Months

· Begin monthly committee meetings

· Write/send requests for funding or underwriting to major donors, corporations, sponsors

· Request logos from corporate sponsors for printing

· Review with graphic artist invitations, programs, posters, etc.

· Prepare final copy for invitations, return card, posters

· Prepare final copy for tickets

· Complete mailing lists for invitations

· Order invitations, posters, tickets, etc.

· Sign contract with entertainment company

· Make list of locations for posters

· Finalize mailing lists; begin soliciting corporations and major donors

· Obtain lists from honorees, VIPs

· Obtain radio/TV sponsors, public service announcements, promos

· Set menu with caterer for food and beverages

· Secure permits and insurance

· Get written confirmation of celebrity participation/special needs

· Finalize audio/visual contract

· Select/order trophies/awards

