	Task
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	etc

	Call project planning meetings
	Volunteers Coordinator draws up list of possible members
	Centre Manger sends invitations
	VC and CM follow up
	Meet
	
	Meet

	Decide event/ project shape
	
	
	Gather some ideas from groups in your centre
	Look at suggestions
	Check out suggestions with those groups
	Decide the project shape from feedback

	Negotiate a venue
	
	
	
	Quick-think possible locations
	Check out locations with your centre groups
	Narrow down list

	Decide when to run project / event
	
	
	Contact the Council and Community Association
	Quick-think possible timing
	Check out timing your centre groups
	Agree draft timing – set date

	Secure Funding
	
	
	
	Quick-think possible funding sources
	Research funding sources
	

	Etc


	
	
	
	
	
	


