Checklist 

It helps to set internal deadlines to ensure that important things get done in time. Consider completing a checklist for each event you host.

	Global Money Week 2015 Preparation Checklist 



	Suggested Deadline
	Task
	Done?

	Before the end of 2014
	Request a Toolkit from CYFI 

Additional copies and other materials can be requested from  info@childfinance.org
	

	
	
	

	Early January

3 months before Global Money Week

Planning
	Form planning team 
	

	
	Establish roles within planning team
	

	
	Research and brainstorm different events to be held 
	

	
	Decide on events to be hosted 
	

	
	Determine how structure of event can contribute to values of Global Money Week
	

	
	Planning Goals for Early January Completed:
	

	
	
	

	Mid-January, 2015
10 weeks before Global Money Week

Logistics
	Choose date for event 
	

	
	Set budget for the event 
	

	
	Secure startup capital 
	

	
	Devise pay back plan for startup capital 
	

	
	Secure transportation to event
	

	
	Secure equipment used for event
	

	
	Request materials & equipment that may be loaned or donated
	

	
	Delegate roles for volunteers
	

	
	Input event dates on calendar
	

	
	Draft schedule of events 
	

	
	Logistics Goals for Mid- January Completed:
	

	
	
	

	Mid-January, 2015
10 weeks before Global Money Week

Contact
	Financial institution to visit 
	

	
	Potential corporate partners for the event 
	

	
	Media
	

	
	Volunteers 
	

	
	Supervisors (if necessary) 
	

	
	Contact Goals for Mid-January Completed:
	

	
	
	

	Mid-January, 2015
10 weeks before Global Money Week

Promotion

--------------------------------
	Print resources and post in conspicuous places
	

	
	Share Global Money Week images on social media platforms
	

	
	Print Pledge Sheet (GMW Print Pack)and share 
	

	
	Secure use of cameras and video cameras to document event
	

	
	Post and promote event on social media platforms 
	

	
	Promotion Goals for Mid-January Completed:
	

	March 9th -17th , 2015
One Week before Global Money Week

Final Details
	Hold meeting to finalize all logistics
	

	
	Confirm schedule for day and distribute schedules
	

	
	Final Detail Goals for March 9h-17th Completed:
	

	
	
	

	Web conference
	
	

	As soon as possible
	Enter available times on online calendar 
	

	1 week before scheduled date
	Schedule test call
	

	During Global Money Week 2015
	Host call 
	

	
	Webinar Goals Completed:
	

	
	
	

	End of March, 2015
As soon as possible after Global Money Week

Wrapping Up
	Thank individuals and groups that helped make event possible 
	

	
	Complete and submit feedback form (found on 34)
	

	
	Submit Global Money Week Champion Award Application before the deadline
	

	
	Submit Global Money Week Country Award Application before the deadline. 
	

	
	Ensure your feedback is sent to CYFI secretariat
	

	
	Submit pledge sheet to CYFI secretariat 
	

	
	Wrapping Up Goals Completed: 
	

	
	
	

	Mark your calendars for next year’s Global Money Week on March 9th -17th , 2015! 
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