
Volleyball Tournament Planning Guide
A workplace campaign fundraising event timeline
Purpose
A volleyball tournament is a fun way to engage employees while raising funds for United Way of Marathon County. Use this planning checklist to stay organized from the earliest planning stages through post-event follow-up.
10–12 Months Before
Form a planning committee (3–4 people).
Develop an event budget.
Research and select a venue.
Identify possible dates and avoid conflicts with other events.
6–9 Months Before
Finalize the event date.
Reserve the venue.
Choose an event name.
Confirm insurance needs.
Set registration fees and payment process.
Determine the number of teams.
Secure prizes and sponsors.
3–4 Months Before
Create the event schedule and tournament bracket.
Develop a marketing plan.
Plan concessions.
Arrange an optional post-event gathering.
Recruit volunteers.
Purchase or reserve needed equipment.
Launch event promotion.
1–2 Months Before
Promote the tournament weekly.
Request United Way signage and promotional items.
Continue recruiting volunteers and teams.
1–2 Weeks Before
Assign volunteer responsibilities.
Prepare the emcee script.
Confirm all registered teams.
Print brackets, schedules, and signage.
Purchase concession supplies.
Event Day
Arrive at least one hour early.
Set up courts, registration, signage, and concessions.
Welcome participants and follow the schedule.
Celebrate participants and winners.
After the Event
Announce results.
Conduct a debrief meeting.
Submit proceeds to United Way of Marathon County.
Return borrowed signage and equipment.
Document lessons learned for next year.
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