	Timetable

	Task
	Deadline
	Comments

	Fundraising

	Update sponsor packet
	January 1
	Include new CMN Ambassadors

	Order letterhead
	January 1
	Update names on letterhead if necessary, address, phone, fax on bottom

	Prepare & mail solicitation letters – request business cards from SKL & PJF
	January 15
	Repeat sponsors, Civic Progress members, prospects

	Prepare & mail packages of tickets, posters, brochures & VIP parking passes for sponsors
	August 1
	

	Hospitality Corral

	Prepare & mail Hospitality Corral marketing letter
	May 1
	

	Order Hospitality Corral wristbands
	June 15
	

	Marketing

	Prepare press release
	May 1
	Mass mailing to magazines

	Order photos to accompany press releases
	March 1
	

	Create ads
	July 1
	

	Poster
	July 15
	

	Order mailing tubes
	June 1
	

	Write Scout Day press release & update flyer
	May 1
	

	Brochure
	August 1
	

	Volunteers

	Stock up on soda & gatorade for maintenance workers, Parks workers, Highways workers
	May 1
	Replenish as needed

	Create t-shirt design 
	June 1
	

	Order t-shirts
	July 1
	

	Prepare outside labor contracts
	May 1
	

	Book photographers
	July 1
	

	Book national anthem singers
	July 1
	

	Prepare & mail Good Neighbor letter & coupon
	August 1
	

	Order laminated signs for kiosks
	August 1
	Posters, scheduled of events, map of fairgrounds

	

	Finance Committee

	Midway ride provider contract
	May 1
	

	Book volunteers – PWC, IIA
	July 15
	

	Book ATM provider
	May 1
	

	Open Merchant Account for credit cards
	August 1
	

	Order start-up cash
	August 1
	

	Book armored car 
	August 1
	

	Update & print forms – Teller Sales Control Forms, Teller Instructions
	August 15
	

	Order Midway ride & family day wristbands
	July 15
	

	Events/Entertainers

	Book Kids Town entertainers
	July 1
	

	Book Main Stage entertainers
	July 1
	

	Coordinate VIP reception
	July 15
	Invitations, agenda, mailing list, entertainment

	
	
	

	

	Administration

	Prepare list of signs & banners needed for Ann
	July 1
	

	Order Lost Children wristbands
	July 15
	

	Prepare gift bags for St. Louis County Council and Chesterfield City Council members
	August 1
	

	Assemble insurance certificates
	2 weeks before fair
	

	Prepare information for air show announcer
	2 weeks before fair
	Get press kits from performers and other attractions to feature

	
	
	


