














VillageFest To-Do List by Month/Sub-Committee 
 

JANUARY 
Logistics/staff 

1. Determine date and time of event 
2. Establish subcommittees 

Fundraising 
1. Send out Fundraising Letter to past sponsors and any potential new sponsors 

Entertainment 
1. Determine returning acts 

Publicity/Marketing 
1. Update Logo 

Pancake Breakfast 
1. Determine pancake vendor 

Food 
1. Determine returning food vendors 
2. Find coffee vendor 

FEBRUARY 
Logistics/staff 

1. Update on returning acts 
2. Establish preliminary schedule 

Fundraising 
1. Follow-up on fundraising letters 

Entertainment 
1. Preliminary ideas for main stage entertainment 

Volunteer 
1. Compile initial needs list for volunteers 

Patriotic Service 
1. Preliminary ideas for Patriotic Service 

 
MARCH 

Logistics/staff 
1. Finalize entertainment contracts and vendors 
2. Update on schedule 

Fundraising 
1. Update on commitments 

Entertainment 
1. Update on main stage entertainment 

Patriotic Service 
1. Update on ideas for Patriotic Service 

Student Contest 
1. Determine student poster contest theme 

Pancake Breakfast 
1. Determine price per plate 

 
 



APRIL 
Logistics/staff 

1. Finalize schedule – Jeanne Koontz/Committee 
2. Parking – Sgt. Roberson 
3. Begin logistical list – tents/tables/electrical – Mike Helms/Jeanne Koontz 
4. T-Shirt order – Jeanne Koontz 
5. Order Giveaways – Jeanne Koontz 
6. Update VF Map – Mike Helms/Jeanne Koontz 

Fundraising 
1. Update on commitments 
2. Logos for all sponsors 
3. Determine sponsors on-site 

Entertainment 
1. Finalize main stage entertainment 

Volunteer 
1. Begin volunteer recruitment 

Publicity/Marketing 
1. Begin work on Flyer 

Creativity Center 
1. Get list of supplies to Jeanne to order 

Patriotic Service 
1. Finalize Patriotic Service 

Food 
1. Finalize Food Vendors 

 
MAY 

Logistics/staff 
1. Finalize logistical list – tents/tables/electrical – Mike Helms/Jeanne Koontz 
2. Finalize T-Shirt order – Jeanne Koontz 
3. Update Website – Jeanne Koontz 

Fundraising 
1. Gather banners for all sponsors 
2. Collect money for all sponsors 

Entertainment 
1. Determine sound system needs 

Volunteer 
1. Continue volunteer recruitment 

Publicity/Marketing 
1. Finalize Flyer 
2. Write Newsletter Article 

Creativity Center 
2. Get list of supplies to Jeanne to order 

 
 
 
 



JUNE 
Logistics/staff 

1. All contracts approved and insurance received – Jeanne Koontz 
2. Finalize logistical list – Mike Helms/Jeanne Koontz 
3. E-news notice – Jeanne Koontz 
4. Lists for the event – Jeanne Koontz 
5. Petty cash for info booth and pancake breakfast – Jeanne Koontz 
6. Submit Check Requests – Jeanne Koontz 

Fundraising 
1. Get # of pancake breakfast tickets for sponsors 

Volunteer 
1. Finalize volunteer schedule 

Publicity/Marketing 
1. Send Press Releases 
2. Submit to Community Calendars 
3. Yard Sign Distribution 

Pancake Breakfast 
1. Make signs for pancake breakfast – Jeanne Koontz 

 
JULY 

Logistics/staff 
1. Set-up on July 2nd – Public Works 

Volunteer 
1. Send reminder to all volunteers 

Creativity Center 
1. Set-up on July 2nd or 3rd 

Decorations 
1. Flag distribution on July 3rd 
2. Set-up on July 4th 
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