Sample Science Festival Production Timeline

Organizing a festival in 12 months

This timeline maps out some of the tasks typically involved in organizing a large-scale science festival. While it is adopted from planning documents from large-scale science festivals in Cambridge and San Diego, tasks and timelines vary significantly from festival to festival—and even somewhat from year to year.

Before you start

· Establish general festival goals and articulate a clear and inclusive vision

· Know how the festival will be administered (perhaps an existing nonprofit has agreed to handle financials and insurance, to house staff, and assist with fundraising)

· Contact the Science Festival Alliance and become a member, visit other science festivals, and meet with other organizers

· Hire staff or appoint management/leadership

· Create a broad budget estimate

· Determine scope of festival and region served

· Carefully choose a name for the festival

12 months out

Fundraising and collaborations: 
· Develop a fundraising plan and structure (for example: size of gift required for title sponsorship)

· Meet with potential lead donors and major collaborators (this activity will continue throughout the planning phase)
· Establish guidelines for Advisory Board and Steering Committee, appoint chairs for each, and extend invitations for members (engaging committee members will continue throughout planning phase)

11 months out

Programming: 

· Set up basic structure of the festival (for example: an 8-day celebration with large family-friendly capstone events on the weekends, school programming on weekdays, and adult programs on three evenings)
· Establish procedure for soliciting and accepting events, activities, and exhibits from collaborators

· With collaborators, brainstorm events and activities that will become signature programs 
Marketing: 

· Select and meet with designer to begin creating logo and signature materials
· Set up basic website and social media platforms
Logistics:

· Establish initial detailed budget
· Confirm dates of the festival

· Reserve venues
· If the festival’s main events are expected to be very large, also:

· Confirm and finalize contracts with managing consultant as necessary
· Obtain insurance
· Begin physical layout with traffic plan to determine true capacity of event

· Determine needed contractor services and issue RFP (for example: tents, electrical, security, trash, cleaning, etc.)

· Determine what permitting processes may be required

10 months out

Logistics/administration: 

· Confirm and finalize contracts with all consultants (including independent evaluators) as needed
Marketing: 

· Develop marketing plan that includes ad buys, in-kind media sponsorships, save-the-date announcements, and festival schedule distribution
· Take action on any long-lead marketing (for example: reserve city pole banner sites)
Programming/collaborators: 

· Draft “call for entries” form and guidelines (including best practices and any fee structure for festival participation), and begin distribution to potential collaborators
· Determine main signature programs with major collaborators and begin making necessary arrangements

· Review planned festival schedule to confirm broad array of activities that will serve all desired audiences
9 months out

Fundraising:

· Incorporate marketing plan into sponsor opportunities (for example, size of gift required to receive logo placement in ad buys)
· Potential lead sponsors close to decision

Programming/collaborators:
· Continue to recruit additional festival collaborators and exhibitors at all levels, including individual scientists and engineers 
8 months out

Marketing:
· Begin regular marketing meetings 
· Write and distribute long-lead press releases 
Programming:

· Formalize connections with K-12 school systems 

7 months out

Marketing:
· Determine all major printed materials and begin design (for example: signage, festival program, special flyers, etc.)
· Prepare online platform for festival schedule of events

Logistics:

· Begin recruiting festival volunteers

6 months out

Marketing:

· Publicly launch science festival website

· Send out save-the-date postcards or other materials 

· Begin promoting festival by sending volunteers to public events (for example, with a booth at a farmers market)

· Book photographer and/or videographer
Programming:

· Launch any long-lead signature programs (for example: student contests)
· Schedule any festival programming that will take place at community venues (schools, libraries, etc.)
Logistics:

· Fine-tune estimate of audience for main and signature events, adjust budget accordingly

· Select main event contractors and hold initial meetings with them
5 months out

Programming/collaborators:

· Call for entries deadline for collaborators

Logistics:

· Create plan for evaluating the success of the festival 

4 months out

Programming/logistics:

· Carefully review activities proposed by collaborators through call for entries system
· Clarify participation with each collaborator, working with each to fine-tune all details regarding the event or exhibit proposed, including descriptive wording for the festival program

3 months out

Fundraising:

· Finalize arrangements with all donors

Marketing:
· Deadline for including new events, activities, and sponsors in festival program

· Design of print and web-based festival program gets under way

Logistics/administration:
· Conduct on-site meetings with all event contractors for main event and/or large, signature events
· Develop volunteer plan and staffing plan to ensure that all festival elements have adequate staffing and representation

· Make final adjustments to budget to reflect actual funds raised; leave a remainder for the following year
2 months out

Logistics:
· Create event planning grid organizing all events and roles for participants; distribute to each individual on festival team

· Create a detailed rain plan for each festival event 

Marketing: 

· Print major signage 

· Distribute all printed materials, including festival program

· Long-lead marketing in place (street banners up, etc.)

Programming:
· Send invitations to all sponsors and major collaborators for VIP recognition event (for example: a special lunch during the festival main event, or a dinner beforehand)
· Hold training sessions for festival collaborators, including exhibitors at main event
Final month before festival
Logistics:
· Confirm all event details with all participants 

· Confirm event layout for main event
· Confirm all venues
· Hold training sessions for volunteers and any temporary staff

· Begin watching weather predictions compulsively, try to get enough sleep

Marketing:

· Make final marketing push and distribute all promotional materials
Post-festival
Collaborators/fundraising
· Send thank you/success letter to all donors and collaborators 

· Wrap-up post-production meetings with donors, collaborators, evaluators, and key consultants/contractors

Logistics:

· Finalize previous year’s budget
· Conduct internal event review
· Begin planning for next year!

