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This document is intended to assist fellow and new coordinators on your crew with a general timeline of their responsibilities. Leave the information here that only you might know!

Description of Crew
[Provide a brief description of the crew. Copy from the crew manual.]

Role of Coordinator and Assistant Coordinator 
[Identify the main roles of coordinator and assistant coordinator.]

Number of leadership roles
[Identify the leadership roles on your crew and the number of each.] 

Number of volunteers needed
[Identify the number of volunteers needed each year. Include how many volunteers typically return.]

Skills & Abilities Required of Volunteers
[Identify skills and abilities that are helpful for volunteers to successfully complete tasks. Are there any professional skills required?]

Shift Information
[Provide information on how the schedule is made - do volunteers choose from a set schedule, do you create a schedule in Better Impact/ Excel, accommodating volunteer preferences where possible. Include the # of shifts per volunteer and # hours of hours per shift.]

Coordinator Timeline 
[This section should outline the coordinator specific tasks and responsibilities that take place leading up to the festival in August. What do you do each month to prepare for the festival? What do you do during the festival and after?

You could format in a point form list or in a table. We’ve included the Coordinator Timeline from the Coordinator Manual to reference.]


	January or February
	Coordinators & Members Appreciation

	January through May
	Coordinator and database training sessions (as necessary)

	Late March - early April
	Spring Coordinators’ Meeting

	April 1st
	Returning volunteer deadline
· Contact your crew at least a month out to see who’s returning

	June
	T-shirt Orders (early June)
Site & Purchase Requests (late June)
Parking & Access Requests (late June)
Signage Requests
· Don’t know your inventory? Contact one of the Signage coordinators

	Mid-July
	Communication Requests
Site build begins
Platter requests (as needed only)

	July – August
	Crew Meetings (various locations; never Fridays or Saturdays)
Site Crew begins (third Friday in July)
Pick up crew supplies (as requested)


 
August – FESTIVAL (weekend following long weekend)
 
	Teardown
	10 days following Festival

	Early October
	Coordinator Reports

	Late October - November
	Fall Coordinator Debrief Meeting
Coordinator Appreciation Event
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