
Event Timeline Checklist
A Program of Masonic Children’s Foundation

Event Name: Event Location:

Date to be held: Lodge Coordinator:

Co-Sponsor:

Upon Approval Notification 

Set committees & delegate tasks

Edit and download Press Release and Event Flyer from the Event Promotion Page on mochip.org

Order event banner if the budget allows

2-3 Months Ahead 

Assemble and send invitations to community organizations (schools, churches etc.)

Distribute flyers and posters - access these on the Event Promotion Page at mochip.org

Work with local media outlets for event coverage (radio, tv, newspaper)

Send press releases

Finalize all plans with committees 

1 Month Ahead 

Place newspaper ads, follow up with news media, on-air announcements 

Confirm volunteers & MCF staff 

Review and confirm catering/food needs 

Schedule any rental equipment (tables, chairs etc.)

Confirm event location logistics - set up/tear down times 

Meet with committees to ensure all the above is finalized

1 Week Before 

Meet with all committees for a last briefing 

Finalize event assignments 

Schedule pick up/delivery of rented or loaned equipment 

Final walkthrough of the event site 

Confirm volunteers - find replacements if needed 

Schedule volunteer assignments 

Last event promotion push on social media, flyers etc. 
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