2 Months Ahead

· Hold underwriting or preview party to coincide with mailing of invitations; invite media

· Assemble/address invitations (with personal notes when possible)

· Mail invitations

· Distribute posters

· Finalize transportation/hotel accommodations for staff, VIPs, honorees

· Obtain contracts for decorations and rental items

· Confirm TV/radio participation

· Release press announcements about celebrities, VIPs, honorees

· Follow up to confirm sponsorships and underwriting

· Obtain logos from corporate sponsors for program printing

· Review needs for signs at registration, directional, etc.

· All major chairpersons to finalize plans

· Hold a walk-through of event with responsible committees, chairpersons and responsible site staff members at event site

· Review/finalize budget, task sheets and tentative timeline

· Start phone follow-up for table sponsors (corporate, VIP, committee)

