Timeline and Task Checklist

	Task
	Assigned To
	Done

	3 – 5 Months
	
	

	· Determine type and format of recruitment fair by asking community members and community agencies what type of event they would like.

· Form a committee to help with the work (involvement at the start will increase community support and enthusiasm for the event).

· Get community contact list from Volunteer Manitoba  - vmproject@mts.net , Ph: 477-5180 ext. 231, Toll-Free Ph: 1-888-922-4545 ext. 231.

· Determine date for event – consider when it is best for the agencies that will be participating plus when it is best for people to start volunteering.

· Request donations (money, items, or time) from community leaders.
	
	

	2 – 3 Months
	
	

	· Determine your budget and the participation fee for agencies based your costs and on the responses to your request for donations.

· Determine cancellation and refund policy.

· Reserve facilities and any audio equipment you will require – verify time the facilities will be open for deliveries, set-up and clean up.

· Distribute Agency Invitation & Registration form to community agencies (you can use the community contact list you received from Volunteer Manitoba)

· Prepare information package for agencies and send them as you receive the registrations and payment.
	
	

	1 – 2 Months
	
	

	· Promote the event to the general public – flyers, public service announcements, press releases, etc.

· Reserve tables and chairs, arrange delivery and pick-up, if required.

· Order refreshments, arrange delivery if required.

· Invite community leader to attend and make a speech, verify arrival time, start time of speech, and length of speech.

· Create a map of where the display tables will be and check with facilities manager to ensure you are compliant with fire safety codes.

· Make directional signage.

· Ensure there is adequate waste disposal and recycling containers.
	
	

	1 Week
	
	

	· Make banners for participating agencies.

· Assemble “day of” kit – tape, pens, markers, safety pins, scissors, stapler, list of contacts’ phone numbers, and list of participating agencies and their contacts’ phone numbers.
	
	

	Day Before or Day Of Event
	
	

	· Set up tables and chairs for the agencies, the welcoming area, for the refreshment area.

· Assist agencies set up their displays.
	
	

	Day of Event
	
	

	· Assist agencies set up their displays.

· Accept delivery of refreshments.

· Welcome community leader and show him/her where the speech will be given and how the audio equipment works.

· Clean up.

· Verbally thank the volunteers who helped that day and any other supporters who attended.
	
	

	Day After
	
	

	· Send “Thank You” letters to supporters and agencies that participated.

· Send a “Thank You” announcement and summary of the event to local media to recognize the volunteers and supporters.

· Send “Thank You” messages by phone or mail to all the volunteers.
	
	


